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Welcome to the W-2 Manual. This manual contains policies and procedures used by W-
2 agency workers who determine eligibility, provide case management services, and
issue payments for Wisconsin's W-2 employment program.

Notice: The content within this manual is the sole responsibility of the State of
Wisconsin's Department of Children and Families (DCF). This site will link to sites
outside of DCF where appropriate. DCF is in no way responsible for the content of sites
outside of DCF.

To sign up for emails notifying you of a new W-2 Manual release, go to
http://dcf.wisconsin.gov/w2/partners/ops-memos
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01 Wisconsin Works (W-2) Introduction

1.1 W-2 Overview and Basic Assumptions

1.1.1 W-2 Overview

The W-2 program is one of Wisconsin's TANF programs. The program provides
employment preparation services, case management and cash assistance to eligible
families. W-2 has the following paid placements: CSJ, W-2 T, TEMP, CMC, and
ARP. In addition, several unpaid placements provide case management and
employment retention services.

Statutory provisions for W-2 are included in Wisconsin Statutes under Chapter 49,
Public Assistance and Children and Family Services. W-2 Administrative Rules are
found in DCF 101, DCF 102, DCF 103, and DCF 120 of the Wisconsin Administrative
Rules.

Contact and location information for each W-2 agency is available on the W-2 Agency
Locator website.
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1.1.2 W-2 BASIC ASSUMPTIONS

W-2 agencies must provide services that are strengths-based, family-centered and
consistentwiththeW-2 appl i cant ds or parti Agermgiesmusdbs i nt el
work cooperatively with applicants and participants to identify needed resources and to

assign appropriate activities. The goal is to build on the strengths and skills of parents

and families. The W-2 agency must provide all services in a culturally and linguistically

competent manner and be accessible for qualified refugees, former refugees and others

with limited English proficiency.

W-2 policies are guided by the consistent application of the following Basic
Assumptions:

1. Work is the best way for parents to support their families. Getting a job
is the first step in the process of achieving economic stability. W-2 assists
parents with preparing for, finding and maintaining consistent employment.
W-2 also works with parents who are unable to work due to a disability by
assisting these parents with navigating the SSI and SSDI application process.

2. Family income should improve when parents work. W-2 6 s g o al i's to
parents get the best possible job. W-2 also helps parents access work
supports (e.g. EITC, FS, BC, CS and Wisconsin Shares Child Care) that will
support keeping them employed.

3. Consistent work is essential for parents to achieve economic stability.
W-2 commits to working with parents before and after they find a job. W-2
supports job retention and advancement in a variety of ways because
individual progress toward independence and prosperity is a process. W-2
connects interested parents to needed education and training either before or
after gaining employment, in order to help them move forward to better
employment.

4. W-2 participants are parents as well as job seekers. Working parents
have multiple family and work obligations. W-2 works with parents to identify
strategies to enable them to balance work and family. W-2 also assists
parents who are connected to other programs or supports integrate those
activities with the familyods service plan

5. Eligible parents must be willing to participate in exchange for W-2
benefits. Parents across the state have access to individualized quality
services. Parents, for their part, must participate to the best of their abilities.

6. Families benefit from participating in W-2. W-2 assists parents with
identifying their goals and locating needed resources. During each
interaction, W-2 works to ensure parents understand their choices and the
resulting consequences. This approach empowers parents to make informed



decisions that strengthen their family. W-2 works with both custodial parents
in a two-parent household and extends services to non-custodial parents
when appropriate.

W-2 matches the needs of working parents with the needs of local
employers. W-2 agencies operate cooperatively within the larger community.
W-2 objectives are best achieved by understanding the needs of local
employers and matching that need with the skills and interests of W-2
participants.
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1.2 Roles Performed by W-2 Agency

1.2.1 Receptionist

All W-2 agencies must have a staff person who performs the role of a Receptionist. That
staff person may perform other functions within the agency as well. The role of the
Receptionist is to meet with individuals as they enter the W-2 agency. The Receptionist
must inform individuals of all programs and services available through the agency. If the
individual wishes to apply for or indicates an interest in learning more about the W-2
program, the Receptionist must initiate the application process by generating the
Application Registration form. (See 1.4.2.1)

The Receptionist must schedule an appointment with a RS the same day or no later
than the following working day using Client Scheduling in CWW.
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1.2.2 Resource Specialist

All W-2 agencies must have a staff person who performs the role of a RS. That staff
person may perform other functions within the agency as well. The role of the RS is to
understand the applicant's needs and assist applicants in determining which programs
or services are likely to support their efforts to find and maintain employment.

In fulfilling this role, the RS will perform these primary functions:

1. Understand the applicant's situation and perform the initial review of need for
employment-related services. This will include:

a.
b.
C.

Asking the applicant what brought them into the office today.
Asking the applicant what they need to find and/or keep a job.

Gathering information through the CARES Work Program Assessment
Driver Flow about the applicant's recent job search efforts, employment
skills, work history, education and potential barriers to employment.

Determining how the household composition and circumstances affect
the applicant's ability to work.

Identifying whether the applicant is in a crisis situation (e.g., homeless,
victim of domestic violence, no food in the house, etc) and the potential
need for an Emergency Payment. (See 19.1) Giving the applicant a
copy of the Domestic Violence Brochure (2614). (See 1.4.6)

Identifying the need for any necessary accommodations to help the
applicant complete the application process.

Assessing current child support case status and informing the applicant
of the child support pass through policy for people in a paid W-2
placement. (See 15.1.1)

2. Inform each applicant about the services available and assist the applicant in
determining what programs and services are likely to support the efforts at
employment including:

a.

Explaining the services that are available through the W-2 program
including employment position placements, individualized case
management services, and supportive services. The RS must tell the
applicant about the W-2 eligibility criteria and that eligible parents must
be willing to participate in exchange for W-2 benefits.

Explaining the Job Center Partner programs/other workforce
development programs such as DVR, Ul, FSET, WIOA, and other
employment programs and resources available through the Job Center
of Wisconsin and within the community.


http://dcf.wisconsin.gov/files/publications/pdf/2614.pdf

C. Explaining the supportive service programs such as FS, Wisconsin
Medicaid and BadgerCare Plus, Wisconsin Shares Child Care Subsidy
Program, EA, the WIC benefit, WHEAP, and local housing assistance
programs.

d. Explaining community resources including those required through the
CSN.

e. Explaining the services available through the local CAP agency.

The RS must refer the applicant to any programs in which the applicant has
indicated an interest.

3. The RS may initiate the CWW interactive interview to record nonfinancial and
financial information such as income, assets and family composition.

4, As a condition of W-2 eligibility, the RS may:
a. Assign up-front job search activities to applicants. (See 2.9.2)

b. Require the applicant to apply for other appropriate public assistance
programs or resources. (See 2.6.1)

At no point does the RS determine final eligibility or placement in a W-2 employment
position. These are the responsibilities of the FEP based, in part, on the information
collected by the RS.

CWW may refer applicants to the Child Support program via the CWW/KIDS automated
interface, based on information the RS enters on the CWW Absent Parent page.

Basic skill sets required of a RS include:

Verbal and written communication;
Active listening;

Conflict resolution;

Ability to be non-judgmental;
Time management;
Adaptability;

Sensitivity;

Problem solving;

Crises response;
Interviewing skills;
Discussion facilitation;
Customer service; and

Job matching.
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1.2.3 Financial and Employment Planner (FEP)
State statute requires that each W-2 agency have at least one FEP.

The FEP must provide individualized case management services and supportive
services for participants in W-2 employment positions. Although a FEP may have other
staff assistance, the FEP is the primary case manager and has the ultimate
responsibility for the case, including correct eligibility determination for W-2. The FEP
must also coordinate with other agencies to facilitate needed services such as
treatment, education, training, vocational evaluation/assessment, and other formal
assessments.

The FEP must meet with the applicant within five working days after the date the W-2
agency receives a signed Application Registration form. (See 1.4.2.1) The FEP has up
to seven working days after this first meeting to make a placement determination. The
FEP uses the information gathered to determine eligibility and placement.

The main functions of the FEP are:

1 Eligibility determination;

1 Assessment;

1 Employability planning;

1 Service referral; and

1 Ongoing case management.

Responsibilities that are part of these functions include:

1. Determining eligibility for W-2 and JALSs, including verifying information
necessary to process the W-2 application, scanning verification timely into
ECF, ensuring that all data is entered into CWW and CARES accurately and
timely, and ensuring that correct payments are issued in a timely manner.

2. Providing information on basic money management, personal work habits,
and life skills needed to succeed in the working world.

3. Completing an informal assessment (see 5.2.1), assessing for both strengths
and barriers, including reviewing and updating information gathered by the RS
using the CARES Work Program Assessment Driver Flow.

4. Using the BST, educational needs assessment, and other information
provided by the participant to determine whether a formal assessment by a
qualified assessing agency is needed. (See 5.5.2) Considering barriers to
employment in determining the level of employability, making placement



10.

11.

12.

13.

14.

15.

16.

decisions, and referrals to other services. Providing accommodations and
modifications as needed. (See 1.3.1)

When appropriate, assigning reasonable job search activities prior to and
after the determination of W-2 eligibility.

Determining placement in a W-2 employment position and the need for an
Emergency Payment. (See 19.1)

Working with participants to developaW-2EPbased on participant

and assessment results, including an educational needs assessments, and
career assessments. Designing a plan to move the participant to
unsubsidized employment as quickly as possible. Documenting requirements
for assigned W-2 activities and incorporating Learnfare activity requirements
as necessary. (See Chapter 6)

Ensuring that applicants and participants have the necessary supportive
services, accommodations, auxiliary aids and communication assistance
required to participate to the fullest extent possible.

Assessing participants' progress in their assigned activities and determining
whether participants are developing the hard and soft skills they need to
obtain and retain unsubsidized employment. Working with the participants to
update the EP as needed based on the assessment progress.

Identifying noncompliance, determining good cause, applying payment
reductions, and recording participant progress in CARES.

Interpreting and explaining policies governing eligibility, including explaining

the responsibilities and requirements outlined in the PA and securing the
applicantbés signatur e on-2enpoymErpogtion. or t
These policies include, but are not limited to: a) explaining that failure to

cooperate during the application phase may result in ineligibility; b) providing
information on the Fact Finding Process; and c) explainingthe W-2 agencyo0s
discrimination complaint process. (See 1.4.6)

Referring applicants who supply questionable information for front-end
verification. (See 13.2.3)

Referring participants suspected of fraudulent activity for fraud investigation.
(See 13.3.2)

When necessary, referring applicants and participants to other community
services such as food pantries, domestic abuse services, literacy councils,
child welfare agencies, DVR, and AODA / mental health services.

Assuring that final eligibility information for W-2 is transmitted to the child
support agency, and assuring that participants cooperate with their child
support agency. During eligibility reviews, the FEP must also review with the
participant his or her child support assignment.

Explaining Learnfare, assessing Learnfare status for dependent children in a
W-2 Group, and providing or arranging for Learnfare case management.

0]
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17.

18.

Ensuring enrollment and attendance for dependent child(ren) subject to
Learnfare is promoted, verified, monitored, and appropriately entered in
CARES. (See Chapter 16)

Providing follow-up case management services for at least 12 months to
participants who progress from a W-2 employment position to an
unsubsidized position to encourage and support job retention and
advancement. At local agency discretion, the participant may continue to
receive the follow-up case management services of the FEP beyond the
mandatory 12-month follow-up period as necessary. (See 7.2.3)

other agencies that provide workforce development programs.

All FEPs must be trained in accordance with state law and administrative rule. (See

Wisconsin Administrative Rules, Chapter DCF 103). Basic skill sets required of a FEP

include:
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Verbal and written communication;
Active listening;

Conflict resolution;

Ability to be non-judgmental;

Time management;

Adaptability;

Sensitivity;

Problem solving;

Crises response;

Interviewing skills;

Discussion facilitation;

Customer service;

Job matching;

Safe confrontation;

Assertive communication;
Networking;

Problem identification;

Solution recognition;

Service coordination;

Appropriate feedback;

Coaching and mentoring;

Budget preparation;

Cultural competency;

Interpreting Educational Needs Assessment, Career Assessment, and formal
assessment results;

Ability to put into place needed modifications and accommodations;
Goal setting;

Career development; and

Job retention strategies.

Maintaining an effective working relationship with the Job Center partners and


http://legis.wisconsin.gov/rsb/code/dcf/dcf103.pdf
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Public assistance workers, including financial and employment planners, are required
by Wis. Stat. ss. 48.981(2)(a) and 48.981(2)(a)13 to report suspected child abuse and
neglect. Suspected child abuse and neglect includes suspicion of child abuse of an
unborn child and includes the belief that abuse or neglect will occur. To report
suspected child abuse or neglect, the public assistance worker must contact either by
phone or personally the local child welfare agency, the local sheriff, or local police
department and provide the facts and circumstances contributing to the suspicion.
Additional information regarding how to make a report of suspected child abuse or
neglect can be found in Wis. Stat. s. 48.981(3).

Page Last Updated: 04/25/17
Policy Effective Date: 04/25/17



1.2.4 Coordinating with Partner Agencies

1.2.4.1 Public Workforce System

1.2.4.2 Wisconsin Job Centers

1.2.4.3 Public and Community Based Supportive Services
1.2.4.4 Child Welfare

W-2 applicants and participants are often connected to other services within their
community. The W-2 Agency is responsible for ensuring that those services are
coordinated with the W-2 services. To do this, the W-2 Agency must establish and
maintain effective relationships with the following partner agencies serving families in
common:

Public Workforce System;
Wisconsin Job Centers;

Public and Community Based Supportive Services; and
Child Welfare.

» w0 Dnh e

1.2.4.1 Public Workforce System

W-2 agencies must establish and maintain effective relationships with other workforce
programs serving families in common. Integration of services across programs and
providers reduces duplication of effort across agency roles and result in improved
employment outcomes.

W-2 agencies must coordinate with the following workforce providers and programs in
order to maximize employment outcomes:

Job Service programs;
FSET programs;

Refugee Employment and Training providers, and other services provided by
VOLAG and MAA;

4, Workforce Development Boards and services provided through WIOA
programs, including Youth, Adult and Dislocated Worker programs;

Adult literacy providers;
6. Adult job training administered by the Wisconsin Technical Colleges;



RISE Partnership for Wisconsin;

DVR;
9. Veteranb6s Empl oyment Relations Teams,;
10. CAP Agencies; and

11. Other local regional business associations, community based organizations,
and economic development programs.

1.2.4.2 Wisconsin Job Centers

The Wisconsin Job Center system delivers services through locations in 57
communities throughout the state. The centers are part of the workforce system led by
Wisconsin's 11 independently operated, regional Workforce Development Boards. Job
Center partners include Job Service, DVR, technical colleges, county human service
agencies and other community organizations. To find the closest Job Center or talk with
a customer service representative, please visit the JobCenterOfWisconsin.com contact

page.

JobCenterOfWisconsin.com, operated by the Wisconsin Department of Workforce
Development and the Wisconsin Job Center system, is an online Wisconsin-centered
employment exchange, linking employers in all parts of the state and in communities
that border Wisconsin with anyone looking for a job. JobCenterOfWisconsin.com is
available at no-cost to both employers and job seekers and is available 24-hours a day.

1.2.4.3 Public and Community Based Supportive Services

W-2 participants are often connected to other local supportive services. Many of these
supportive services continue to be available after a participant has moved into
unsubsidized employmentandmays upport that individual 0s
The W-2 agency is responsible for ensuring that these services are coordinated with

W-2 services.

W-2 must coordinate with the following public and community-based supportive services
in order to maximize employment outcomes:

1. County and tribal programs, including FS, BadgerCare Plus, Medicaid, CS,
and child care administration. (See 1.4.1)

2. Community-based supportive services including:
1 CAP agencies;
1 Transportation services;

c

on
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Housing services;
Domestic violence services;
Mental health services;
AODA services;
Emergency services; and

=A =2 =4 -4 -4 =4

Other services including volunteer organizations.

1.2.4.4 Child Welfare

W-2 agencies must have a process for identifying families currently receiving services
from both W-2 and child welfare programs in order to coordinate services across
programs. When a participant is currently involved in a Child Welfare family case plan,
the W-2 EP should take those activities into consideration and ensure that there is no
conflict or overlap of services or assigned activities. When the child(ren) in the W-2
Group are temporarily absent due to child welfare issues, W-2 agencies must meet
specific coordination requirements with the Child Welfare agency. (See 2.8.2.2)
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1.3 Reasonable Accommodations

1.3.1 Introduction

W-2 agencies must follow the guidelines set forth by the ADA. If an applicant or

participant discloses a disability, reasonable accommodations must be offered. The
FEPmust i ncorpor at e EMall disahility-eelatpdesentcesandp ant 6 s
accommodations that are recommended through a formal assessment. (See 5.5.1.2)

All staff must be familiar with the civil rights standards in service delivery and resources
available to ensure the W-2 program is accessible to and accommodates persons with
disabilities. (See Appendix, W-2 Agency Civil Rights Obligations)
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1.3.2 Reasonable Accommodations for Applicants

Reasonable accommodations must be offered to applicants who have a disability. Such
accommodations may include reading materials aloud to applicants who have learning
disabil i ti es, and going to the i-ageeabdlatatienltod s
complete the W-2 application in-person. Other examples of accommodations are listed
in 1.3.3.
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1.3.3 Reasonable Accommodations for Participants

W-2 agencies must:

1. Ensure participants have the necessary services, reasonable modifications,
and accommodations to successfully engage in assigned W-2 activities; and

2. Work with employers to put needed accommodations into place for
participants who are making the transition to unsubsidized employment.

The W-2 agency is responsible for identifying the need for the accommodation,
identifying the accommodation itself and making sure that the accommodation is
provided. This includes ensuring that the accommodation is provided at all assigned
activities such as a basic education lab or a work experience site. The Job
Accommodation Network (JAN) is an online resource that provides guidance on
workplace accommodations and disability employment issues. Case managers may find
JAN helpful when identifying and arranging accommodations for an individual.

JAN offers several ways to obtain confidential, personalized assistance, including:

1 By Phone: From 9 a.m. to 6 p.m. ET, customers can call JAN toll-free to speak
with a workplace accommodation expert. (800) 526-7234 or (877) 781-9403
(TTY)

T Viathe Web: AskJAN.org offers more than 300 disability-specific publications, as
well as the Searchable Online Accommodation Resource (SOAR), which enables
users to explore accommodation options for different disabilities and workplace
settings.

9 OnDemand: JANO&s online service pualzedie-thals
responses to questions about accommodations and the ADA.

The following table provides examples of accommodations that agencies may need to
arrange on behalf of participants with disabilities. This is not an exhaustive list. The FEP

custo

mustworkc | osely with the applicant/ participant al

identify the necessary accommodations.

Disability/Impairment Accommodation Description/Examples

For individuals with hearing TTY phone lines or keyboards, sign language

impairment. trainers or interpreters, vibrating pagers, captioned
training tapes, assistive listening devices,
telephones with video or text messaging options.



http://askjan.org/
http://askjan.org/
http://askjan.org/
http://askjan.org/soar/index.htm
http://askjan.org/JANonDemand.htm

Service animals individually trained to do work or
perform tasks for the benefit of an individual with a
disability, including, but not limited to, alerting
individuals with impaired hearing to intruders or
sounds, or providing minimal protection or rescue
work.

For individuals with visual
impairment or photosensitivity.

Readers, task lighting, glare guards/light filters,
accessible computer equipment/software,
magnifiers, large print, Braille, talking calculators,
backup warning sensors.

Service animals individually trained to do work or
perform tasks for the benefit of an individual with a
disability, including, but not limited to, guiding
individuals with impaired vision, or providing minimal
protection or rescue work.

For individuals with learning
disabilities

Color-coded, written, or recorded guides, manuals,
checklists, and instructions, modified computer
screens/software, text-to-speech software, voice-
activated recorders, Reading Pens, sound
absorption panels and environmental sound
machines to minimize distractions,
headset/headphones to listen to music (when
possible) to help concentrate, electronic organizers
and calendars to stay organized, alarm watch or
beeper to stay on task.

Modified assignment or reassignment for when an
individual is unable to perform all of the tasks of a
particular assignment, reassign to tasks the
individual can perform, limit or reduce number of
tasks, break down tasks or adjust time assigned to
allow sufficient time to complete assigned activities.
When these difficulties result from a cognitive or
learning disability, provide a job coach, tutoring, or
on-site assistance.




For individuals with cognitive
impairments

See JAN's Effective Accommodation Practices
Series: Cognitive Impairment.

For individuals with brain
injuries

See JAN's Effective Accommodation Practices
Series: Brain Injuries.

For individuals with mental
health impairments (i.e.
depression, personality
disorders, anxiety disorders,
etc.)

See JAN's Effective Accommodation Practices
Series: Mental Health Impairments.

For individuals with multiple
chemical sensitivity.

Modified work/learning environments, alternative
communication methods, air filters or purifiers,
respirator masks.

For individuals with
mobility/manual impairment.

Modified office equipment/work stations,
wheelchair/scooter, stand/lean stool, anti-fatigue
matting, writing aids, voice recognition software,
alternative keypad/keyboard access, telephone
headsets, money counters and bill and coin
changers, compact material handling (lifting)
devices.

Service animals individually trained to do work or
perform tasks for the benefit of an individual with a
disability, including, but not limited to, providing
minimal protection or rescue work, pulling a
wheelchair, or fetching dropped items.



http://askjan.org/media/eaps/employmentcogEAP.doc
http://askjan.org/media/eaps/employmentcogEAP.doc
http://askjan.org/media/eaps/employmentbrainEAP.doc
http://askjan.org/media/eaps/employmentbrainEAP.doc
http://askjan.org/media/eaps/employmentmiEAP.doc
http://askjan.org/media/eaps/employmentmiEAP.doc

For individuals with a chronic
medical condition

Modified assignment or reassignment to allow the
tasks to change based on the individual's condition
when an activity involves a variety of tasks that the
individual occasionally cannot perform due to a
chronic condition. This may involve a simple shift of
duties on a day-to-day basis or alternating locations.
Some medical conditions may have triggers that can
be reduced by using the equipment and
accommodations listed in this table.

For any individual with a
disability/impairment

Modified/flexible schedule

Assignment of hours must be based on information
provided through formal assessment. Individuals
with certain impairments may have restrictions on
the number of hours they are assigned to
participate.

When formal assessment indicates that an

i ndividual 6s | mgneacuteree¢ nt s
times, resulting in the need for the individual to be
absent from assigned activities, good cause must be
accepted without requiring further written
documentation from the individual (see 11.2.2).

For individuals with chronic conditions that are
affected by environmental factors (e.g., respiratory
problems, Multiple Sclerosis, severe allergies,
Lupus, Reynaudds Syndrornm
individual must be given good cause for non-
participation when certain conditions exist, such as
air temperatures below a certain degree or air

quality alert.

For example, an individual relies on public
transportation to get to assignments and prolonged
exposure to cold will exacerbate a condition. The
individual must be given good cause for non-
participation at times when air temperature would
affect individual 6s cond
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1.4 W-2 Application Process

1.4.1 Where to Apply for W-2

1.4.1.1 Applying for W-2 and Income Maintenance Programs
1.4.1.2 Using an Authorized Representative

Any individual may apply for W-2 services. Applicants must apply at the W-2 agency
that serves the geographical area in which they reside. The following exceptions apply:

1 An applicant who resides in an area served by a W-2 agency that serves
more than one geographical area may apply at any ofthatag e ncy-8s W
of fices, even if the office is |l ocated
area.

1 An applicant who is a victim of domestic abuse may apply at any W-2
agency.

1 An applicant who resides in a treatment facility and who does not have a
primary residence to which they intend to return must apply at the W-2
agency that serves the geographical area where the treatment center is
located. If the applicant maintains a primary residence and plans to return
to that primary residence, the applicant must apply at the agency that
serves the geographical area in which the primary residence is located.

1 An applicant who is homeless may apply in any geographical area.
Agencies should, however, encourage homeless applicants to apply in the
geographical area in which they anticipate finding permanent housing

1.4.1.1 Applying for W-2 and Income Maintenance Programs

W-2 agencies must coordinate with the agencies providing the Income Maintenance
(IM) programs [FoodShare (FS) and Medicaid/BadgerCare Plus] to:

1. Ensure that services delivered under W-2, FS, and Medicaid/ BadgerCare
Plus programs are coordinated in a way that effectively serve the
recipients of those services (Wis. Stat. s. 49.143(2)(d)); and

2. Ensure that procedures are in place to protect the application filing date
for FS.

IM Consortia and Tribal IM agencies are encouraged to co-locate staff at the W-2
agency to meet caseload needs and provide access to eligibility determination services
for FS and Medicaid/BadgerCare Plus. If IM Consortia and Tribal IM agencies are not
co-located, W-2 agencies must provide individuals who request FS with:


https://docs.legis.wisconsin.gov/statutes/statutes/49/III/143

1 A computer and the ACCESS web site (access.wi.gov) if the individual
wants to apply online;

1 The correct agency phone number if the individual wants to apply by
phone. IM agency phone number can be found at
http://www.dhs.wisconsin.gov/forwardhealth/imagency/index.htm; or

1 The paper FoodShare Wisconsin Registration form (F-16019A) if the
individual does not want to apply online or by phone. If the individual opts
for the paper FS application, the W-2 agency must fax the completed form
to the Milwaukee Document Processing Unit if the individual lives in
Milwaukee County or to the Central Document Processing Unit if the
individual lives outside of Milwaukee County. Use
http://www.dhs.wisconsin.gov/forwardhealth/imagency/index.htm to get
the appropriate document processing unit fax number.

1.4.1.2 Using an Authorized Representative

There are times when an applicant may not be able to complete the application forms
personally. W-2 agencies must accept all forms including the Application Registration
form from an applicant's legally responsible relative or guardian. For example:

T A spouse can submit the Application Registration form for his or /her wife
or /husband.

T A parent can submit the Application Registration form for his or /her
dependent child.

1 A legal guardian can submit an Application Registration form for his or /her
ward.

T When the applicant is incompetent or incapacitated, someone acting
responsibly for an applicant can submit the Application Registration form
on that individual's behalf. This person would be considered the
applicant's authorized representative.

When an applicant chooses to use an authorized representative, both the applicant and
the authorized representative must sign the Authorization of Participant Representative
form (2375). The agency must not refuse an authorized representative unless the
authorization itself appears to be fraudulent. The authorized representative is
responsible for submitting the signed Application Registration form and any required
documents.
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1.4.2 Applying For W-2

1.4.2.1 How to Initiate a W-2 Request

The W-2 application process begins on the date the applicant gives the agency the
signed Application Registration form* generated from the CWW Print Application
Registration page. Once the Receptionist begins the application process, then the
agency must schedule an appointment for the applicant with the RS the same day or
the following working day using Client Scheduling in CWW. See section 1.2.2 for more
detail on the role of the RS.

The applicant may choose to take the Application Registration form home to review, but
it is important for the Receptionist to explain that the application process cannot begin
and the application date cannot be set until the agency receives the signed form.

Agencies must only use the paper Wisconsin Works (W-2) and Related Programs
Registration form (14880) when:

1. CWW is unavailable and the applicant cannot wait for availability to resume;
or

2. There is not sufficient time to generate the CWW Application Registration
form before the W-2 agency closes to the public.

The W-2 agency must scan into the ECF the signed copy of the CWW-generated
Application Registration form, or the paper registration form used if CWW was
unavailable.

*Note: The Application Registration form is also referred to as the Request for
Assistance (RFA).

1.4.2.1 How to Initiate a W-2 Request
The W-2 agency initiates a W-2 request to generate the CWW Application Registration
form by entering the W-2 request via the CWW Record New Group Level Program

Request on the Case Summary page.

For detailed instructions on how to process W-2 requests, please see the Request for
Assistance (RFA)/Case Processes for W-2 desk aid.
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1.4.3 Completing the W-2 Application

No later than five working days after the applicant submits the signed Application
Registration form, the FEP must hold the intake interview with the applicant.

All applicants requesting W-2 services, including JALs*, must sign the Application
Summary at the end of the interview. All adults in the W-2 Group must sign the
Application Summary.

An application for W-2 is complete when both of the following have occurred:

1 The FEP conducted the intake interview during which the FEP entered all
eligibility information into CWW; and

T TheFEP col l ected the applicantés signatur
Summary that prints from the CWW Generate Summary page.

An applicant must sign the Application Summary in the presence of a W-2 agency

representative, even if an authorized representative is signing. If the applicant signs with

a mark, two witnessesd signatur eGmupaoes equi r e
not need to sign in the presence of a W-2 agency representative.

Il n order to secure an applicant @istratenfgmat ur e o
the Application Summary, the FEP may conduct a home visit as a reasonable

accommodation. (See 1.3.2) When a home visit is required, the FEP must document the

date of the home visit on CARES screen CMCC.

If CWW is unavailable for the intake interview, the applicant must complete and sign the
Wisconsin Works (W-2) and Related Application form (2471). Signing this form is the
equivalent of signing the Signature page of the Application Summary.

By signing the Application Summary, the applicant:

1 Attests that all information provided in the application is correct and
complete; and

T Attests to understanding and agreeing to some basic policies of the W-2
program, such as authorizing the W-2 agency to request and receive
information from other sources and understanding the fraud rules.

If hardware issues make it impossible for the FEP to print the Application Summary, the
FEP may choose the Mail Summary option on the CWW, Generate Summary page.
Under this rare circumstance the FEP must have the applicant sign the Back-up
Applicant/Participant Signature form (11154) while in the office for the intake interview.



http://dcf.wisconsin.gov/files/forms/pdf/2471.pdf
http://dcf.wisconsin.gov/files/forms/pdf/11154.pdf
http://dcf.wisconsin.gov/files/forms/pdf/11154.pdf

The FEP must attach this signed form to the signed Application Summary Signature
page when the participant returns the mailed Signature page.

The agency must scan the signed copy of the Application Summary's Signature page
into ECF. If the agency used the Wisconsin Works (W-2) and Related Application form
(2471) because CWW was unavailable, then the agency must scan the entire form into
ECF.

*Job Access Loan applicants must also complete the Job Access Loan Application
(DWSP-2482).
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1.4.4 Determining Eligibility and Making a W-2
Placement

No later than seven working days after the first meeting with the applicant, the FEP
must determine W-2 eligibility using all financial and nonfinancial eligibility criteria. (See
Chapter 2 and Chapter 3) In extenuating circumstances, when the applicant needs
additional time to gather verification, the agency can extend the eligibility process for up
to 30 days from the date the agency receives the signed Application Registration form.
(See 4.1.3)

Included in the nonfinancial eligibility criteria are two activities that the RS or the FEP
may assign:

T Upfront job search activities, (See 2.9.2) and
1 Requirement to apply for other appropriate public assistance programs. (See
2.6.1)

During this same seven-day time frame, the FEP must also work with the applicant to
determine the most appropriate W-2 placement.

To make the most appropriate placement decision, the FEP discusses and reviews with
the applicant the:

Results of the informal assessment; (See 5.2)

Results of the educational needs assessment; (See 5.3)

Results of any career assessment;

Results of the BST , if completed; (See 5.4.1.1)

Progress made in up-front job search, if assigned; (See 2.9.2) and

Results of any other vocational evaluation/assessment or formal assessment
obtained during the application process. (See 5.1.1)

=A =4 =4 -4 -4 4

The FEP must make a placement determination no later than 12 working days after the
date the agency receives the signed Application Registration form. The W-2 agency
must not extend the timeframe past the 12 working days (five days to meet with the FEP
and seven days for the FEP to make an eligibility determination and placement) to
accommodate a lengthier job search. W-2 agencies must not use the up-front job
search requirement to delay eligibility determination or placement. (See 2.9.2.2)
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1.4.5 Application Processing Timeframe

Below are the application processing time frames that all W-2 agencies must adhere to:

1.

The same day or the following working day after an individual applies for W-2
by submitting the signed Application Registration form, (see 1.4.2), a W-2
agency representative must schedule and hold an appointment between the
applicant and a RS. If this initial meeting is with a FEP, then no later than
seven working days after this meeting, the FEP must determine W-2 eligibility
and make the most appropriate W-2 placement for the applicant.

No later than five working days after an individual applies for W-2 by
submitting the signed Application Registration form, the W-2 agency must
schedule and hold an interview between the FEP and the applicant.

No later than seven working days after the first meeting with the FEP, the
FEP must determine W-2 eligibility and make the most appropriate W-2
placement for the applicant.

The W-2 agency representative must schedule all appointments through Client
Scheduling in CWW. If the agency extends the application timeframe, agency staff must
document the reason in case comments. The agency may extend the application
timeframe for up to 30 calendar days from the application date for the following:

A The applicant asks t appoirgnsentioedul e t he

A The applicant asks for more time to

1.
2.

Example 1: Mariah arrives at the W-2 office on Thursday, March 10, 2016, at 4:00
p.m. She wants to apply for W-2 services, but says that she cannot stay as she has to
pick up her children from child care. By the time she can return, the office will be
closed.

Mariah has several options.

She can return to the W-2 agency at a later date to apply.

She can wait a few minutes for the agency staff to generate the Application
Registration form for her to sign and submit. If Mariah chooses to do this, the
W-2 agency must schedule a meeting with the RS the following day, March
11, and a meeting with the FEP no later than March 17 (five working days
after the date the W-2 agency received the signed Application Registration
form).

She can take the paper Wisconsin Works (W-2) and Related Programs
Reaqistration form (14880) with her and return it at her convenience. However,
the W-2 agency must explain to her that the application process cannot begin
until the agency receives the signed form.

RS
subm


http://dcf.wisconsin.gov/files/forms/doc/14880.docx
http://dcf.wisconsin.gov/files/forms/doc/14880.docx

If Mariah chooses to return the paper form on Friday, March 11, the RS must meet with
her that day or no later than Monday, March 14 (the following working day after her
application date of Friday, March 11). The agency must schedule her appointment with
the FEP no later than Friday, March 18 (five working days after the date the W-2
agency received the signed Application Registration form).

Mariah calls the agency Friday, March 18, the day of her FEP appointment, because
her daughter is sick and she needs to reschedule. The agency gives Mariah a new
FEP appointment date and documents the reason for the application timeframe
extension in case comments.

Example 2: Tequita comes to the W-2 office and applies for W-2 Thursday, March 10,
2016. The next day (Friday, March 11), she meets with a FEP who completes the
CWW intake interview and pends Tequita for asset verification. On Friday, March 18,
the agency receives a copy of Taquitads
determine W-2 eligibility and make the most appropriate W-2 placement as soon as
possible but no later than Tuesday, March 22 (seven working days after the meeting
with the FEP).
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1.4.6 Required W-2 Forms and Publications During
the Application Process

There are some other forms and publications that agencies are required to distribute at
specific times during the W-2 application process, and there are some forms that are
available in the event that CWW is not functioning. Below is a list of these forms, a
description of each form, and guidance as to when the form or publication must be
distributed to applicants.

W-2 Benefits and Services Offered at Wisconsin Works Agencies (11890-P)

This brochure provides a one-page description of the benefits and services available at
the W-2 agency. All W-2 agencies are required to provide this brochure to every
individual who requests assistance of any kind from the W-2 agency. W-2 agencies
must have a supply of the brochure available in all of the public locations within their
offices. In addition, at a minimum, it is suggested that the W-2 agencies ensure a supply
of the publication is available for Greeters, Receptionists, and Resource Specialists to
give to people with whom they speak.

What to Bring With You (2372-P)

The What to Bring With You publication describes the types of documentation an
applicant may need to provide in order to verify specific information needed to
determine W-2 eligibility. This publication must be given to the applicant at the time s/he
inquires about the W-2 program. This publication is also used for various
Medicaid/BadgerCare Plus programs as well as the FS, Child Care, and CTS programs.

W-2 Rights and Responsibilities (398-P)

TheW-2 Rights and Responsibilities brochure out
responsibilities when participating in W-2 and RCA programs. This form must be

provided to participants and reviewed during the application process. Applicants must

initial the signature page of the CWW Application Summary acknowledging that they

received the brochure.

Wisconsin Works (W-2) Participation Agreement (10755)

The W-2 Participation Agreement (PA) outlines the basic participation requirements for
a W-2 participant. During the application process, the FEP must provide this form to the
applicant and thoroughly review it. After the agreement has been discussed, the worker,
applicant, and all adults in the W-2 Group must sign it. The agency must give the
participant a signed copy of the PA and scan the original into ECF.

The PA is important t hr ou g2hecauseitoulliresthendi vi dual
requirements of W-2 participation. W-2 agencies may review the PA at EP updates, W-2
reviews, and as necessary. W-2 agencies may refer back to the PA if the participant


http://dcf.wisconsin.gov/files/publications/pdf/11890.pdf
http://dcf.wisconsin.gov/files/publications/pdf/2372.pdf
http://dcf.wisconsin.gov/files/publications/pdf/2372.pdf
http://dcf.wisconsin.gov/files/publications/pdf/398.pdf
http://dcf.wisconsin.gov/files/forms/pdf/10755.pdf

claims not to have known or understood a specific W-2 provision that was explained in
the PA.

Good Cause Notice (DWSP-2018)

The W-2 agency must provide the Good Cause Notice form to all W-2 applicants and
participants. The notice shall be provided to applicants when they apply for W-2 and to
participants when a child is added to the W-2 Group, when a parent leaves the W-2
Group, at reapplication for continued benefits, and if a participant discloses to his or her
FEP that the participant is experiencing circumstances that may meet the CS good
cause criteria. A signed copy of this notice must be scanned into ECF. For other
relevant CS-related forms and publications, see Chapter 15.

Notice of Assignment: Child Support, Family Support, Maintenance, And Medical
Support form (2477)

W-2 agencies are required to give all W-2 applicants the Notice of Assignment: Child
Support, Family Support, Maintenance, And Medical Support form. Those applicants
being referred to the local CSA, or applicants already receiving services from the local
CSA, must sign the Notice of Assignment form acknowledging the assignment of child
support or at least an understanding of how child support payments are assigned if they
begin receiving child support payments while receiving W-2 services. (See 15.1.3) A
signed copy of this notice must be scanned into ECF.

W-2 Barrier Screening Tool Agreement (13578)

W-2 agencies are required to offer the BST to all W-2 applicants prior to the initial W-2
placement. (See 5.4.1) The W-2 Barrier Screening Tool Agreement form must be given
to the applicant to help explain the purpose of the screening and the types of follow-up
services that may result from completing it. Applicants must indicate at the bottom of the
agreement their decision to complete the screening process or decline to be screened.
A signed copy of this notice must be scanned into ECF.

Domestic Violence Brochure (2614)

W-2 agencies are required to provide a copy of the Domestic Violence Brochure at the
appointment with the RS. For safety reasons, it is important that W-2 agency staff point
out the brochure so that the applicant can decide if it is safe to keep. Including the
brochure in a stack of other papers may put the applicant/participant at risk if she/he is
unaware of its presence.

TANE Electronic Benefit Transfer Transaction Restrictions Flyer (2947)

W-2 agencies must provide the TANF EBT Restrictions Flyer to all W-2 applicants
during the application process and at eligibility reviews. The flyer identifies specific
merchant locations where TANF funded assistance cannot be accessed and specifies
types of electronic benefit transfer transactions that are prohibited. This discussion
provides an opportunity to educate participants about responsible spending to provide
for basic needs.



http://dcf.wisconsin.gov/files/forms/pdf/2018.pdf
http://dcf.wisconsin.gov/files/forms/pdf/2018.pdf
http://dcf.wisconsin.gov/files/forms/pdf/2477.pdf
http://dcf.wisconsin.gov/files/forms/pdf/2477.pdf
http://dcf.wisconsin.gov/files/forms/pdf/13578.pdf
http://dcf.wisconsin.gov/files/forms/pdf/13578.pdf
http://dcf.wisconsin.gov/files/publications/pdf/2614.pdf
http://dcf.wisconsin.gov/files/publications/pdf/2947.pdf
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1.5 W-2 Eligibility Reviews

1.5.1 W-2 Eligibility Reviews

The W-2 agency is required to conduct a W-2 eligibility review at least every 6 months.
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02 Nonfinancial Eligibility

2.1 Introduction

Applicants must meet nonfinancial and financial eligibility criteria in order to be
considered eligible for W-2 services or a JAL. See 3.1 for information on financial
eligibility.
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2.2 General Nonfinancial Eligibility Criteria

2.2.1 List of Criteria

In order to be nonfinancially eligible for W-2 services and JALs for any month, an
applicant or participant must meet the following criteria. For eligibility information
regarding minor parents, noncustodial parents, pregnant women, and pregnant women
with at-risk pregnancies, see 7.5.2, 7.5.1, 7.5.3, and 7.4.6 respectively. For information
on verifying the following criteria, see Chapter 4.

»p wnPE

Be a Custodial Parent. (See 2.3.1)
Be 18 years of age or older.
Be a U.S. citizen or qualified non-citizen. (See 2.4.1)

Be a resident of Wisconsin and unless the applicant is a migrant worker,
demonstrate an intent to continue living in the state.

Cooperate, unless good cause or other exceptions exist, with efforts to
establish paternity of the Dependent Child or children and secure and enforce
child support orders. This cooperation requirement extends to any W-2 Group
member who is a custodial parent of a child whose paternity has not been
established or who has a noncustodial parent. The requirements for custodial
parents and non-custodial parents to cooperate with child support are outlined
in 15.3.1.

Assign the rights to any support or maintenance (child or family support) to
the state. (See 15.1.1)

Provide all requested documentation within seven working days after
receiving the request for information from the W-2 agency. (See 4.1.3)

Have made a good faith effort, as determined by the W-2 agency on a case-
by-case basis, to obtain employment and have not refused any bona fide offer
of employment, including a job quit, within 180 calendar days immediately
preceding application. This policy only applies to applicants and the W-2
agency has the discretion to define when a bona fide offer of employment has
been made and what demonstrates a good faith effort. In addition, this applies
specifically to individuals applying for one of the two W-2 Paid Employment
Positions and does not apply to ARP and CMC.

Have cooperated withthe W-2 agency6s assistance
the current application is within 180 calendar days of a previous application
for W-2 services by the individual. This policy applies only to applicants and it
only applies to noncooperation with the efforts of the W-2 agency to assist the
individual in obtaining employment and does not pertain to every aspect of the
application such as providing income verification. In addition, this applies
specifically to individuals applying for one of the two W-2 Paid Employment
Positions and does not apply to CMC and ARP.

wi t h
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10.

11.

12.

13.

14.

15.

16.

17.

18.

19.
20.
21.

Not receive SSI or state supplemental payments. If an individual has been
determined eligible for SSI, he/she remains eligible for W-2 until he/she
actually receives a SSI payment.

Not receive SSDI. If an individual has been determined eligible for SSDI,
he/she remains eligible for W-2 until he/she actually receives a SSDI
payment.

An adult disabled before age 22 may be eligible for child's disability benefits if

a parent is deceased or starts receiving retirement or disability benefits. The

adult disabled befor e age 22 receives the benefit b:
Security earnings record. The adult must be unmarried, age 18 or older, and

have a disability that started before age 22. FEPs must code this disability

income as O0SSDCO6 i n CARd&B8ormvdion keer Web. For
http://www.ssa.gov/dibplan/dqualify10.htm#age22.

Not participate in a strike on the last day of the month. If eligibility is
determined prior to the last day of the month and the applicant is on strike,
they are ineligible. If a participant in a W-2 employment position goes on
strike, that participant becomes ineligible for W-2.

Cooperate in applying for other public assistance programs or resources that
the FEP believes may be available to the individual. (See 2.6.1)

Apply for or provide a SSN for all W-2 Group members, unless exempt. (See
2.7.1)

Report changes in circumstances that may affect eligibility within 10 calendar
days after the change, except for temporary absence of a child which must be
reported within five working days. (See 2.8.1)

Cooperate in providing information needed to verify school enroliment status
or good cause for the Learnfare program for children age 6-17 in a W-2 Group
whose parent is placed in a TMP, CSJ, or W-2 T placement. (See Chapter 16)
Cooperate in providing school enrollment status and expected graduation
date for a Dependent 18 Year Old when the parent's W-2 eligibility is being
determined based on that child as a Dependent 18 Year Old.

Cooperate in the requirement to search for unsubsidized employment
throughout his or her participation in a W-2 employment position. This
requirement does not apply to CMCs, ARPs, or AmeriCorps VISTA
Volunteers. (See 2.9.1)

Cooperate with providing eligibility information for other W-2 Group
member(s).

Cooperate with providing information for quality assurance reviews.
Not be a fugitive felon (See 42 U.S.C. 608(a)(9)(A)(1)).

Not be violating a condition of probation or parole imposed under federal or
state law.
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22.

23.

24.

25.

State in writing whether he or she has been convicted in any state or federal
court of a felony that has an element of possession, use or distribution of a

controlled substance. (See 11.7.1)

Have no other W-2 Group member participating in a W-2 employment
position. This requirement does not apply to an individual applying for a JAL
only.

Beginning on the date the individual has attained the age of 18, the total
number of months in which the individual has actively participated does not
exceed the 60-month lifetime limit. (See 2.10.1)

Verify pregnancy for pregnant women with no other dependent children. (See
7.5.3 and 7.4.6)
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2.3 Custodial Parent

2.3.1 Determining Who is a Custodial Parent

Only one W-2 Group may receive a W-2 payment for a Dependent Child. When there is
no legal custody or placement order, the Parent with whom the dependent child resides
is the Custodial Parent (CP). Dependent children must be included in the household
where they reside.

There may be situations when the primary residence of a dependent child is not easily
determined. If the primary residence of a dependent child is questionable, court
documents can be used to determine if there is a primary caretaker designated.

If there is joint legal custody of a child and the custody is split equally in half, the parents
can be asked to decide which parent is considered the primary caretaker. If the parents
cannot or will not decide, the FEP should compare the parents' activities and
responsibilities against the following list and determine which one is exercising more
control than the other:

1. If the parents reside in different school districts, where does the child attend
school? Who selected the school?

2.  Who assists the child with homework or school-related tasks?

3. Are there tuition costs for the child's education? If so, who pays those costs?
4. If the child is enrolled in day care, who arranges for and pays these costs?
5.  Who is responsible for taking the child to and from school and/or day care?

6.  Which parent is listed as the contact for emergencies at the child's school or
day care provider?

7. Who arranges medical and dental care for the child? Who selects the
physician and dentist?

8. Who maintains the child's medical records?

9.  Who initiates decisions regarding the child's future?



10.

11.

12.

13.

14.

Who responds to medical or law enforcement emergencies involving the
child?

Who spends money on food or clothing for the child when the child visits the
absent parent?

Who disciplines the child?
Who plays with the child and arranges for entertainment?

Are more of the child's toys, clothing, etc. kept at one parent's home than the
other's?

FEPs must use the best information available to make a decision, and document in
case comments the basis of the determination.
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2.4 U.S. Citizenship / Qualified Non-Citizens Immigration Status

2.4.1 Verifying U.S. Citizenship or Qualified Non-
Citizen Status

2.4.1.1 SAVE

When applying for W-2, all applicants must verify U.S. citizenship or qualified non-
citizen status of all adults in the W-2 Group.

See 4.1.2 for examples of allowable documentation verifying U.S. citizenship.
Citizenship needs to be verified only once.

If the applicant is not a U.S. citizen or national he or she must present immigration
documentation that the W-2 agency will verify through SAVE. The documents found in
the Non-Citizen Eligibility Documentation appendix can be used to show that an
individual is in qualifying status. The W-2 agency cannot specify which type of
document an applicant must present to show their immigration status.

Once an applicant has provided documentation identifying his or her status as a

qualified non- citizen, he or she is presumptively eligible until the FEP verifies the status

through SAVE. The FEP shouldnot del ay or deny the &pmplicant6
the basis of the applicantds i mmigration stat

Ifanon-ci ti zen applicantds I mmigration status has
FDSH, this is considered valid verification for W-2 and the FEP does not need to
request documentation from the non-citizen and verify it through SAVE.

All documents issued by USCIS containing a photo serve as verification of identity and
immigration status.

Overtime,anon-c i t i z e n 0 an statasmaygchaage.ilf this occurs and the
individual 6s new i mmigration status has been
considered valid verification for W-2 and the FEP does not need to request

documentation from the non-citizen and verify it through SAVE. If the new status has

not been verified through the FDSH, the individual must present immigration

documentation of the new status that the FEP will verify through SAVE.

FEPs should not update the immigration status code of individuals who were previously
verified as a refugee, asylee, Cuban/Haitian Entrant, individual granted withholding of
deportation or removal, victim of trafficking, or Iragi or Afghan special immigrant.
Individuals in these statuses are exempt from the five year ban on certain public
benefits even if their immigration status later changes, and updating the immigration



status code could cause the individual to incorrectly lose eligibility for the benefits. For
example, a refugee whose immigration status changes to Lawful Permanent Resident
should remain coded as a refugee.

If the applicant does not present documentation and his or her status has not been
verified through the FDSH, the FEP must presume that the person is in the status he or
she claims until he or she has been provided an opportunity to present the appropriate
documentation. This is also the case if the applicant presents a document that:

1 Does not appear to be genuine;
1 Does not apply to the person presenting it; or
1 Is expired.

If the applicant does not have documentation of their immigration status, the FEP
should refer the individual to the local USCIS office to obtain it. In cases involving
participants who are hospitalized or medically disabled, or who can otherwise show
good cause for their inability to present documentation and for whom securing such
documentation would constitute undue hardship, the FEP must make every effort to
assist the individual in obtaining the required documentation.

Children of adult non-citizens are provided their own USCIS documentation. However,
this documentation does not verify relationship to family members. When verifying
custodial parent relationships of non-citizens,the FEP should follow the same
procedures as used with U.S. citizens (see 2.3.1).

2.4.1.1 SAVE

SAVE is the system used to ver i Toacqaremacasgsp! i can
to the SAVE system, W-2 workers must submit the CARES Automated Systems Access
Request (F-00476) form to the CARES Security staff.

SAVE is found at the following website:
https://save.uscis.gov/\Web/vislogin.aspx?JS=YES. The manual for using this system
and for verifying alien status is located at:
https://prd.cares.wisconsin.gov/help/ph/process help/h82/82.htm.
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2.4.2 Qualified Non-Citizens

The following qualifiednon-ci t i zens (formerly referred
eligible for W-2:

1.

10.

11.

12.

An alien lawfully admitted to the United States for permanent residence under
the Immigration and Nationality Act;

An alien who is granted asylum under section 208 of the Immigration and
Nationality Act;

A refugee who is admitted to the United States under section 207 of the
Immigration and Nationality Act, including Special Visa Immigrants from Iraq
and Afghanistan under section 1059 of H.R. 1815;

An alien who has been certified as a victim of trafficking;

An alien who is paroled into the United States under section 212(d)(5) of the
Immigration and Nationality Act for a period of at least one year;

An alien whose deportation is being withheld under section 243(h) or
241(b)(3) of the Immigration and Nationality Act;

Cuban and Haitian aliens, as defined in section 501(e) of the Refugee
Education Assistance Act of 1980;

An American Indian born in Canada who is at least 50% American Indian by
blood, or an American Indian born outside of the United States who is a
member of a federally recognized Indian tribe;

An alien who has been battered or whose child has been battered, who is no
longer residing in the same household with the batterer, and who meets the
requirements of 8 U.S.C. s. 1641(c);

An alien who is granted conditional entry pursuant to section 203(a)(7) of the
Immigration and Nationality Act as in effect prior to April 1, 1980;

Amerasian Immigrants, as defined in section 584 of the Foreign Operations,
Export Financing, and Related Programs Appropriations Act of 1988;

An alien who is lawfully residing and is one of the following:

a. An armed forces veteran who received an honorable discharge that was
not on account of alienage and who completed either 24 months of
continuous active duty or the full period for which the individual was
called, unless the individual received a hardship discharge under 10
U.S.C. s. 1173, early discharge under 10 U.S.C. s. 1171, or a discharge
due to a disability incurred or aggravated in the line of duty.

b. On active duty in the armed forces of the United States, other than
active duty for training.

t

o

as



C. The spouse of an individual described in subdivision a. or b., or the
unremarried surviving spouse of an individual described in subdivision a.
or b. if the marriage was for one year or more or the individual had a
child in common.

13. An alien who is lawfully residing in the United States and authorized to work
by USCIS.

W-2 for qualified non-citizens is not paid with federal funds, so they are exempt from the
federal 60-month time limit. Qualified non-aliens are subject to the state 60-month time
limit and placement time limits. If an individual is in one of the qualified non-citizen
groups listed above, and is coded as such on the Alien/Refugee Information page in
CWW, CARES will automatically disregard federal months for qualified non-citizens. W-
2 Agencies must not manually enter a federal month of TANF assistance for any month
a qualified non-citizen participates in W-2. In a two parent case where one parent is a
qualified non-citizen and the other is a U.S. citizen, the U.S. citizen will only use months
of federal TANF assistance when the U.S. citizen is in a paid placement.
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2.4.3 U.S. Citizenship for Foreign-Born Children

Some foreign-born children, including adopted children, residing permanently in the
United States acquire citizenship automatically if at least one custodial parent is a
citizen. To be eligible, a child must meet the following requirements:

Have at least one U.S. citizen parent (by birth or naturalization);

Be under 18 years of age;

Be currently residing permanently in the U.S. in the legal and physical
custody of the U.S. citizen parent;

Be a lawful permanent resident; and

5. If the child is the adoptive child of the U.S. citizen parent, the child must also
meet the requirements applicable to adopted children under the Immigration

and Nationality Act, Section 101(b)(1).

Proof of citizenship verification is not automatically issued to children who acquire
derivative citizenship. A parent may apply for an USCIS certificate of citizenship for the
child or a passport for their child. If the parent does not present one of these
documents for a child, the FEP can make a determination of derivative citizenship by
verifying at least three requirements listed above if there is no documentation issued by
the USCIS proving citizenship status. However, FEPs should encourage parents to
obtain official documentation to avoid future citizen verification problems for the child.
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2.4.4 Reviewing Immigration Status

Over time, many non-citizens acquire citizenship. Therefore, the FEP should review
non-citizen status at each eligibility review. However, citizenship only needs to be

verified once. (See 4.1.2)
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2.5 Child Support

2.5.1 Cooperation with Child Support

Each Custodial Parent (CP) in the W-2 Group must cooperate in good faith with the
efforts directed at all of the following for any minor child of that parent:

Identifying and locating an absent parent;
Establishing the paternity of any child of the custodial parent;

Obtaining support payments or any other payments or property to which that
parent and any minor child of that parent may have rights.

Each noncustodial parent in the W-2 Group must cooperate in good faith with the efforts
directed at all of the following for any minor child of that parent:

1. Establishing the paternity of an alleged child of that parent; and

2. Obtaining any support payments or any other payments or property for which
that parent may be responsible.

For more information on child support cooperation, see 15.3.1.
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2.6 Other Public Assistance Programs/Resources

2.6.1 Accessing Other Public Assistance
Programs/Resources

A W-2 applicant or participant may be required, as determined by the FEP, to apply for
and accept other public assistance programs or resources that may be available, prior
to being determined eligible for W-2 services or during W-2 participation. Other sources
of public assistance or resources may include, but are not limited to:

Unemployment Insurance;

Wor kerds Compensation;
Child Support;

Social Security Survivor Benefits; and

Veterans benefits.

= =4 =4 4 -4

The requirement to apply for these other public assistance programs or resources must
be provided to the applicant or participant in writing. The written notification must
include a due date by which the individual must apply for the program or resource. The
written notification must also state that the individual may be ineligible for W-2 or a JAL
if they refuse to apply for or refuse to accept other public assistance programs or
resources.

The W-2 agency may also encourage the applicant or participant to access, on a
voluntary basis, other services which may help the applicant find employment.
Examples of these services include WIA/WIOA programs and or DVR programs.

This page last updated in Release # 11-02
Release Date: 04/07/11
Effective Date: 04/07/11



2.7 Social Security Numbers

2.7.1 Providing Social Security Numbers

Every member of the W-2 Group, including newborns, must provide a Social Security
Number (SSN), or provide proof that any W-2 Group member without an SSN has
applied for one, unless the individual is initially exempt. An individual is initially exempt if
he or she does not have an SSN, does not have a work authorization, and is a member
of one of the following qualified non-citizen groups:

1. Cuban/Haitian entrants, as defined in section 501(e) of the Refugee
Education Assistance Act of 1980; or

Certified, foreign-born victims of trafficking; or

3. Parolees (alien paroled into the U.S. for at least one year under section
212(d)(5) of the Immigration and Nationality Act);

Certain battered aliens who meet the requirements of 8 U.S.C. s. 1641(c); or

5. Any qualified non-citizen (see 2.4.2) who cannot apply for an SSN until his or
her immigration status paperwork has been revised.

An individual who is initially exempt must continue to complete the necessary steps for
obtaining an SSN in order to remain eligible for W-2. W-2 agencies must assist the
individual with these steps if the individual requires assistance. (See 4.1.3)

See 4.1.2 for suggested sources of allowable verification.

If the W-2 agency determines that a W-2 Group member has refused to provide or apply
for an SSN, the entire W-2 Group is ineligible for W-2.

W-2 agencies must only use SSNs and personally identifiable information for the direct
administration of the program. Each time a FEP requests an SSN, the FEP must inform
the individual that disclosure is mandatory for eligibility determination, how the agency
will use the number, and under what statutory or other authority the agency is
requesting the number. A sample statement follows:

Provision of your SSN or cooperation in applying for a SSN is required to
determine eligibility for Wisconsin Works (W-2). The number you provide to the
agency will be verified through a computer matching program to monitor
compliance with program regulations and for program management. Wisconsin
Statutes 49.145 (2)(k).
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2.8 Reporting Changes Including Temporary Absence

2.8.1 When to Report Changes

In order to remain eligible for W-2, participants must notify the W-2 agency of a change
in circumstance that may affect eligibility, e.g., a change in Wisconsin residency,
increased income or assets, etc., within 10 calendar days of its occurrence, except for
reporting the absence of a child which must be reported within five working days. (See
2.8.2) The agency must respond to reports in a timely manner and keep case data up
to date.
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2.8.2 Temporary Absence of a Child

2.8.2.1 Child Welfare Case-by-Case Exception
2.8.2.2 Coordinating Services with the Child Welfare Agency

Applicants and participants who meet all financial and nonfinancial eligibility
requirements are eligible for all W-2 services even if the Dependent Child(ren) is
temporarily absent from the home provided these four conditions are all met:

1. The child will not be or has not been continuously absent for more than three
mont hs; and is expect shbusehold.r eturn to the

2. The childdés absence is not the result of
dispositional order which places custody of the child outside the home,
indefinitely or for three or more months.

3. The custodial parent continues to exercise responsibility for the care and
control of the child meaning the parent is responsible for decisions about the
chil dbés e du-caeetandany,treatmerd, hdspitalization, and long-
distance travel while the child is out-of-home.

4.  The applicant or participant must report the absence of a child within five
working days regardless of the number of children in the home.
The parentés requirement to fRegecy t t he ch
within five working days begins on the day when the parent knows the child is
absent from the home.

NOTE: The five day notification period is a federal TANF requirement and the
time frame differs from the W-2 10-day notice of change requirement.

The temporary absence of a child policy is not applicable if there is at least one
dependent child remaining in the home because then the dependent child requirement
is met for W-2 nonfinancial eligibility.

2.8.2.1 Child Welfare Case-by-Case Exception

Acase-by-c ase except i-tothreetmo ntt hed fAwepgnpor ary absence
may apply when the absence is due to child welfare issues. Under the following

circumstances, the temporary absence time period may be extended to up to six

months if all of the following conditions are met:



The applicant or participant must report
child welfare issuestothe W-2agency within five working
temporary absence due to child welfare issues.

The parent s requi r e amsente diaedo chiléwelbaret t he ch
issues to the W-2 agency within five working days begins on the day when the
parent knows the child is absent from the home due to child welfare issues.

TheW-2 agency wil/l accept a reportthef a chi
Child Welfare agency as a report from the parent. The W-2 agency must

inform a parent of any temporary absence report made by the Child Welfare

agency on behalf of the parent.

When the Child Welfare agency is involved with the family, the W-2 agency
must work with the Child Welfare agency to develop and implement
procedures to meet the reporting requirement.

The Child Welfare agency confirms the child was removed from the home due
to child welfare issues (e.g. when juvenile justice issues are involved, only
child welfare issues are considered for meeting this policy requirement).

The parent maintains an appropriate home for the child based on

determinations by the W-2 and Child Welfare agencies (e.g. the parent is not

in a treatment center or other out-of-home placement). Because the Child

Welfare agency has expertise in making determinations regarding safe and
appropriate housing for the reunification of parents with their children, the W-2

agency should base their determination of an appropriate home for the child

on the Child Welfare agencyb6s deci sion.

If the W-2 agency has any concerns about the safety and/or appropriateness
of the home, the W-2 agency should contact the Child Welfare agency.

Note: T h e p ar e npatidrsin gotaofr-hbmeaare for mental health, AODA

and/ or medical care for no | onger than on
from the home does not preclude eligibility based on temporary absence

provided the parent meets the requirement to maintain an appropriate home

for the child based on determinations by the W-2 and Child Welfare agencies.

The permanency plan and any other Child Welfare agency plan state that the

child is expected to be reunified with th
within six months and the child is not ex
while in the out-of-home placement.

T h e c hi-of-Hdotns placement type is consistent with reuniting the child

with the parent i n tmhe spar enotndGdh shouds dhel d
temporary absence from the home (e.g. child is not in a pre-adoptive

placement).



6. The custodial parent is cooperating, following through and satisfactorily
completing Child Welfare agency appointments and all activities required for
reunification with the child.

7. The custodial parent is cooperating in, participating in, and satisfactorily
completingthe W-2 agencyod6s assigned activities.

For each month the child welfare exception is applied, the W-2 agency must contact the
Child Welfare agency to determine whether requirements 1 - 6 above are met. The W-2
agency must also determine whether requirement 7 is met on a monthly basis.

2.8.2.2 Coordinating Services with the Child Welfare Agency

The temporary absence policies for child welfare situations require significant
communication and collaboration between the W-2 agency and Child Welfare agency.
To ensure communication and coordination between the two agencies, the W-2 agency
is required to develop and implement procedures for the following:

Identification of families receiving services from both agencies;

2. At a minimum contact every other week wit
primary worker for the family, and more frequent contact as appropriate when
there are relevant changes, to discuss W-2 participation and to determine the
familydéds progress in meeting goals includ
(e.g. participation in joint staffing meetings between both agencies with the
family or family members).

3. Sharing assessments and other relevant information between both agencies
about the family, including confidential information in accordance with federal
and state confidentiality laws.

4, Clarification about the impact of any out-of-home placement or other legal
orders on t he c ugoihgocdre amd conpra of thenchildl(sen).o n

5. Coordination of referrals to other resources, including AODA, mental health,
etc., to ensure that services are not duplicated.

6. When activities that may be required by the Child Welfare agency for the

parentds reunification with the child(ren
approvable W-2 activities, then the W-2 agency must coordinate with the

Child Welfare agency so that these2 activi
EP.
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2.8.3 Temporary Absence and Kinship Care

An individual is not eligible for W-2 services under the temporary absence policy when
an out-of-home child is in Kinship Care. However, when at least one out-of-home child
is not in Kinship Care (e.g. foster care), then the individual may be eligible for W-2
under the temporary absence policy provided all policy requirements are met.
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2.8.4 Temporary Absence and Incarceration

W-2 participants whose incarceration renders them temporarily unable to participate in
work activities or retain care and control of their children will remain eligible for W-2
benefits for up to 30 days, provided they remain otherwise financially and nonfinancially
eligible. Incarcerated W-2 participants who are unable to participate in work activities or
retain care and control of their child(ren) for more than 30 consecutive calendar days
are not eligible for W-2 benefits. The 30-day timeframe allows for short-term
incarceration without having to disenroll and then re-enroll the participant that would
disrupt the activities, payments and child care.

For more information on incarceration of W-2 participants, (see 11.5.1).
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2.9 Search For Unsubsidized Employment

2.9.1 Introduction

When appropriate, W-2 applicants may be assigned to search for unsubsidized

employment as a condition of eligibility. This 1 s commonl y rferfteh red t o
s e a r df hn.applicant fails to participate in up-front job search requirements without
good cause,theW-2 agency may deny the individual 6s afy

In addition, W-2 participants may be required to look for employment. If a W-2
participant fails to cooperate with employment search requirements without good cause,
theW-2 agency may cl ose thdl4plartici pantds case

This page last updated in Release # 11-02
Release Date: 04/07/11
Effective Date: 04/07/11



2.9.2 Up-front Job Search Activities as a Condition of
Eligibility

2.9.2.1 Allowable Up-front Job Search Activities
2.9.2.2 Up-front Job Search Time Frames
2.9.2.3 Results of the Up-front Job Search
2.9.2.4 Employment During Up-front Job Search

The goal of up-front job search activities is to rapidly connect the applicant to
sustainable employment.

Not all applicants are appropriate for up-front job search. When deciding whether to
assign up-front job search activities as a condition of eligibility, the RS and the FEP
must use the best information available. This includes information gathered through the
informal assessment process, the educational needs assessment, career assessment,
BST results when available, and any additional vocational evaluation/assessments or
formal assessments obtained to date (See Chapter 5).

Assignment of up-front job search activities must be made on a case-by-case basis. W-

2 agencies are prohibited from assigning up-front job search to all W-2 applicants

without regard to each i ne¢arenthdusehdlds, eithexorr c umst a
both parent(s) applying for W-2 assistance may be assigned to up-front job search

activities, depending on their individual circumstances.

Below are some characteristics of an applicant who is likely to be appropriate for up-
front job search:

Has a recent employment history;

Possesses skills marketable in current labor market;
Has or can have child care in place;

Has stable housing;

Has access to reliable transportation.

=A =4 =4 -4 =4

Below are some characteristics of an applicant who is unlikely to be appropriate for up-
front job search:

1 Meets the characteristics of a W-2 T placement, e.g., has a personal medical
condition, e.g., physical or mental health conditions including cognitive
limitations, that makes the applicant unable to work or is caring for a disabled
family member;


javascript:TextPopup(this)
javascript:TextPopup(this)
javascript:TextPopup(this)

1 Has not ever been employed or has not been employed recently or has had a
string of failed employment;

1 Isin a domestic abuse situation;

71 Is homeless and is not ready to find immediate work (some homeless parents are
able and eager to find employment);

1 Does not have and does not have ready access to child care and/or reliable
transportation;

T Is 18 or 19 years old with no HSD or GED; and

1 Is otherwise unprepared to begin work in the next 12 working days.

2.9.2.1 Allowable Up-front Job Search Activities
The up-front job search activities include:

1. UE 1 Up-front Employment Search
2. UC i Up-front Career Planning
3. UR T Up-front Job Readiness / Motivation

(See the Activity Codes Appendix for definition of these activity codes)

The W-2 agency must record the assignment of up-front job search activities on the W-2
Up-Front Requirements CWW page. In addition, the W-2 agency must develop an
individualized EP for all applicants assigned to up-front job search activities.

The W-2 agency must assist the applicant in their up-front job search activities. Some
examples include:

1 Conducting career assessment and career exploration activities that will help
match individuals with appropriate job leads;

1 Conducting job development activities that concentrate on soliciting job openings,
marketing individuals to employers and securing job interviews;

1 Providing assistance with development of resumes and completion of job
applications;

T Assigning employment search that is structured to meet the needs of the
individual. This may include independent job search and job club activities that
give job seekers an opportunity to discuss successes and difficulties encountered
during daily job search, share job leads and provide group support;

1 Providing job leads to businesses that are hiring individuals with skills possessed
by the applicant;

T Staying in communication with the individual throughout the job search to review
progress and offer support.



Simply assigning an applicant to fill out a job log without any assistance is not an
appropriate assignment of up-front job search activities.

2.9.2.2 Up-front Job Search Time Frames

For individuals who are determined ready for unsubsidized employment, assignment to
up-front job search and job readiness activities may be appropriate under any of the
following conditions:

1.  Anindividual has filed a W-2 application with a W-2 agency and has no open
W-2 case in that W-2 agency or any other W-2 agency;

2. A participant has a W-2 case that is pending closed in CARES due to
eligibility reasons and his or her W-2 placement has been end-dated and he
or she subsequently contacts the same W-2 agency or a different W-2 agency
to request assistance from W-2;

Example:Laur adés CMC placement ended on June 5t
Her FEP notifies her that case management follow-up services are available, but
Laura declines. The FEP enters Laurads earn
for W-2 to No in CWW and ends the W-2 placement on screen WPWW. W-2
eligibility is pending closed for June 30th. On June 25th, Laura notifies the W-2
agency that she lost her job and submits a new request for W-2. Based on its
assessment of Laur a 6osanvempl&ymédni skills,the ggencye duc at i
determines that it is appropriate to assign Laura to up-front job search before
making a new placement determination.

3. A participant relocates into or out of Milwaukee County or between balance of
state W-2 agencies.

The assignment of up-front job search activities may take place while the applicant is
waiting to meet with the FEP and while the FEP is making the eligibility and placement
decisions. The FEP must not extend the application process past the 12 working days
(five days to meet with the FEP and seven days for the FEP to make an eligibility
determination and placement) to accommodate a lengthier job search. (See 1.4.4)

W-2 agencies must not assign up-front job search activities under any of the following
conditions:

1. A participant has continued ongoing W-2 eligibility in one agency. This
includes circumstances where a participan
is unemployed and she meets eligibility criteria for a different cash assistance
placement.



2. A CMF participant contacts the FEP to request a paid W-2 placement
because his or her employment has ended.

3. An individual is pregnant and applying for a CMC placement or an ARP
placement.

An individual is an AmeriCorps VISTA volunteer.

5. A patrticipant moves from one Milwaukee W-2 geographical area to another
Milwaukee W-2 geographical area and neither W-2 eligibility nor the W-2
placement has ended.

6. A participant moves from one county to another county where both counties
operate under one W-2 agency.

2.9.2.3 Results of the Up-front Job Search

The FEP determines, on a case-by-case basis, whether the applicant has made a good
faith effort to obtain employment by completing assigned up-front job search activities.

Throughout the application period, the FEP should be checking in with the applicant to
determine how the up-front job search activities are going. If the applicant is not
completing the assigned activities, the FEP must make attempts to discuss the situation
with the applicant and determine if any barriers exists. If barriers are identified that
make the applicant unable to find employment in the application time frame, the FEP
must end up-front job search activities.

If no barriers are identified and the applicant does not provide good cause for failing to
meet the up-front job search requirements, the FEP may deny the application. (See
11.2.2)

2.9.2.4 Employment During Up-front Job Search

If an applicant finds unsubsidized employment during up-front job search, the FEP must
place the applicant in the CMF placement or the prorated CSJ placement.

If the applicant is working in unsubsidized employment for a total of 30 hours or more

per week, the FEP must offer to place the applicant in CMF. If the applicant cannot

obtain employment verification i mmebdli atel vy, a
statement to make the CMF placement, develop the EP, and assign case management

activities. (See 7.2.3.1) In order to be placed in a CMF placement, the applicant must

meet nonfinancial eligibility requirements. The FEP may exclude income and assets

when determining CMF placement eligibility. (See 3.1 and 7.2.3.4)



If the applicant is working in unsubsidized employment less than 30 hours per week with
limitations to increasing his or her work hours, the FEP must offer to place the individual
in a prorated CSJ. The FEP must first verify that the applicant has actually begun work

and verify the wages and the number of expected hours worked per week prior to

making a prorated CSJ placement. (See 4.1.3) In order to be placed in a prorated CSJ

placement, the applicant must meet other W-2 nonfinancial and financial eligibility
requirements. (See Chapters 2 and 3 and 7.4.1.4)

Note: Case closure policies in Section 11.4.1 for failing to verify eligibility information do
not apply to W-2 applicants. The case closure policies only apply to W-2 participants in

open and ongoing W-2 cases.

EXAMPLE 1: Joseph has a history of employment as a marble finisher; however,
his employer of five (5) years went out of business. Joseph has a high school

di ploma, a valid drivero6s | icensKEPonan
the fourth working day of up-front job search and informs the FEP that he had an
interview with a local manufacturing company and was offered a full-time position
starting the following business day. Joseph informs the FEP of his employment
and the employment start date, and the FEP proceeds with an informal
assessment resulting in few to no known barriers to employment identified. After
running eligibility, the FEP determines that Joseph is appropriate for CMF
because Joseph meets all of the nonfinancial eligibility requirements.

d
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2.9.3 Employment Search as an Ongoing Eligibility
Requirement

Work is the best way for parents to support their families. Unless the participant is
unable to work due to a disability and is applying for SSI/SSDI, the activities assigned
on the EP should be focused on helping that participant gain the skills and experience
needed to get and keep a job. As such, most W-2 participants will be assigned to one
of the following employment search activities:

ES i Employment Search

CE 1 Career Planning & Counseling
MO 1 Job Readiness / Motivation
LF 1 Life Skills

» w0 nhPE

(See the Activity Codes Appendix for definition of these activity codes)

Unlike other activities, however, failure to comply with these activities may result in case
closure for noncooperation with program requirements. (See 11.4.1 and 11.4.2) This
requirement applies to individuals in TEMP, W-2 T, and CSJ only after the BST has
been offered. It does not apply to individuals in a CMC, ARP, or to individuals who are
AmeriCorps VISTA Volunteers.
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Release Date: 12/19/12
Effective Date: 12/19/12



2.10 W-2 Time Limits

2.10.1 Introduction

W-2 eligibility has a lifetime limit of 60 months. Participation in a W-2 subsidized

employment position (TEMP, CSJ, and W-2 T) is limited to 24-months. Time limits

stress mutual responsibility: government provides services designed to promote

employment while participants are expected to prepare for and enter employment in

return. The goal is to raise participantsdé employn
reliance on government programs.
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2.10.2 State 60-month Lifetime Limit

2.10.2.1 W-2 Group Limit
2.10.2.2 Native American Exemptions
2.10.2.3 TANF Received in Another State
2.10.2.3.1 TANF Received in Another State and Time Limit Extensions

The state 60-month time limit is the cumulative total of the number of months the
individual or any adult member of the individual's W-2 Group has participated in, or has
received benefits under, any of the following or any combination of the following:

1. A TEMP, CSJ, or W-2 T at any time during a month.

Any TANF funded program in this state or any other state for which the
participant received TANF cash assistance while in that program (see
2.10.2.3). This includes Tribal TANF funds.

3.  The AFDC JOBS program from October 1, 1996, to W-2 implementation that
had been:

1 included in the SFU in an open AFDC assistance group (includes
sanctioned adults);

1  age 18 or older;

1  coded with a JOBS registration code of mandatory (M), voluntary
(V), or PFR Demonstration with a code of (P) or (R); and

1 enrolled in JOBS under experimental or non-experimental PFP,
WNW, Experimental or Control PFR.

2.10.2.1 W-2 Group Limit

The time limit applies to the W-2 Group. In W-2 Groups with more than one adult
member, the adult member with the greatest number of months accumulated counts
toward the W-2 Gr o u-ménth lif&ite limit. Individuals leaving a W-2 Group take
with them the number of months accumulated prior to entering the W-2 Group as well
as the number of months accumulated while a part of the W-2 Group.

Dependent 18-year-olds are considered to be children in the W-2 Group and are not
subject to time limits. If the dependent 18-year-old has a Dependent Child and applies
for services independent of his or her parents, she or he then would be eligible for W-2
and subject to the 60-month time limit.



Example 1: Mary is in a W-2 Group consisting of herself and her 4 year old daughter.
She has accumulated 30 months towards her 60-month lifetime limit. Because she is

the only adult in the W-2 Group, the W-2 Group is credited with 30 months toward the
60-month | ifetime | imit. John, M2 Grpup.siohe s t|r an g e (
has accumulated 35 months toward his 60-month lifetime limit prior to moving back in
with Mary. Because John has the greater number of months accumulated towards the
lifetime limit, the W-2 Group is now credited with 35 months towards the lifetime limit.

Example 2: After ten months, John and Mary divorce. At the time John left the W-2
Group, he and Mary had accumulated 45 months (35 + 10) towards the 60-month
lifetime limit. John moves out of the home and the W-2 Group once again consists of
Mary and her daughter. Because Mary had 30 months accumulated toward the 60-
month lifetime limit when John moved in and she accumulated ten more months during
the time she and John lived together, the W-2 Group of Mary and her daughter is
credited with 40 months towards the lifetime limit.

2.10.2.2 Native American Exemptions

Any adult in the W-2 Group is exempt from the 60-month time limit while living in a
federally recognized American Indian reservation, an Alaskan Native village, or an
Indian country occupied by an Indian tribe for a month, if during that month the following
applied:

1. Atleast 1,000 individuals were living on the reservation or in the village or Indian
country; and

2. At least 50 percent of the adults were unemployed.

2.10.2.3 TANF Received in Another State

TANF cash assistance is limited to up to 60 months in an individual's lifetime. This
means that TANF assistance received by an adult in this state or any other state counts
toward the 60-month time limit.

When there is evidence that an applicant has received TANF cash assistance in
another state, the FEP must:

1. Determine the number of months TANF cash assistance was received in the
other state by contacting the appropriate persons. The directory contacts for



TANF verification can be found at: https://www.dhs.wisconsin.gov/em/public-
assistance.pdf. Only months of TANF cash assistance received after
September 1, 1996 can be counted. If the contact cannot confirm that the
assistance received in the other state was TANF, do not use the information.
The months of TANF cash assistance received in the other state does not
have to be verified in writing.

2. Enter the month and years that the TANF was received in the other state on
CARES screen AIWO.

2.10.2.3.1 TANF Received in Another State and Time Limit Extensions

If an individual who has received more than 60 months of TANF assistance in another
state is eligible for W-2, but has used 60-months on his or her lifetime limit, the FEP
must determine time limit extension eligibility based on the time limit extension criteria.

When applying the time limit extension criteria, the FEP must use information obtained
during the W-2 informal assessment. In addition, the FEP must attempt to contact the
other state for more specific information about the applicant. If the FEP is unable to
obtain additional information, the information gathered through the informal assessment
must be used to determine time limit extension eligibility.

(See 2.10.6 for more information on time limit extensions)
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2.10.3 24-Month Employment Position Time Limits

2.10.3.1 Restoring 24-Month Time Limits

Participation in a TEMP, CSJ, or W-2 T is limited to 24 cumulative months. Each
placement has its own 24-month time limit and, therefore, a participant has 24 months
in each of the placementtypes. Even i1 f the individual 6s
counts toward the 24-month time limit.

When a participant moves between employment positions during the calendar month,
the 24-month time limit is determined by the employment position placement on the last
day of the month.

pay men

Example: Johnis placed in a CSJ on January 1. On January 28, John is placed in a
W-2 T. On January 31, when the CARES clock cycle runs, the month of January will
count t owa r2dl 284mdmtéhs t\W me | i mit because t
in the month that is subject to a 24-month time limit. January will not count toward
Johno6s -regddth tim2 Amit.

hat W

If the W-2 placement on the last day of the month is not a TEMP, CSJ, or W-2 T, the
month will still count toward the appropriate 24-month time limit if the individual
participated even one day during that month in a TEMP, CSJ or W-2 T.

Example 1: John is placed in a CSJ on January 1. On January 28, John finds
unsubsidized employment and is placed in CMF. Because John was in a CSJ that
same month, on January 31 when the CARES clock cycle runs, the month of January
will count t owamomth tilhelimit iecaus€ BIn p&titipated at least
one day in January in a placement that is subject to a 24-month time limit.

Example 2: John is placed in a CSJ on January 1. On January 8, John loses W-2
eligibility and his case closes. Because John was in a CSJ that same month, on
January 31 when the CARES clock cycle runs, the month of January will count toward
Johnos -r@goath tim2 Wmit because John participated at least one day in January
in a placement that is subject to a 24-month time limit.




2.10.3.1 Restoring 24-Month Time Limits

The 2009-2011 Biennial Budget (Wisconsin Act 28) eliminated the 24-month time limit
for Trial Job, Community Service Job (CSJ), W-2 Transition (W-2 T) and Custodial
Parent of an Infant (CMC) W-2 employment positions effective October 30, 2009.

The 2011-2013 Biennial Budget (Wisconsin Act 32) restored the 24-month time limit for
Trial Job, CSJ, W-2 T placements and, in some instances, CMC placements effective
January 1, 2012. The restored language is the same language that was eliminated
under Wisconsin Act 28.

For a 26-month time period (November 2009 through December 2011), there was no
24-month employment position time limits. However, while the 24-month time limit was
eliminated during this time period, the Department of Children and Families continued to
count months that participants accumulated in these W-2 employment positions in
CARES and displayed this count on CARES screen AIWC.

Beginning on January 1, 2012, CARES screen AIWC was updated to include only the
months in a Trial Job, CSJ, and W-2 T which counted toward the 24 month time limit for
that placement.
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2.10.4 Time Limit Notifications to Participants

W-2 applicants and participants must be made aware that W-2 employment position

payments are time-limited. At a minimum,the FEPmust go over the partioc
limit status at every review and at each new placement. Time limit information is also

included on Notices of Eligibility when eligibility reviews are completed.
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2.10.5 Subtracting Months of Eligibility

The FEP must adjust the time limit by subtracting months on CARES screen AIWC in
the following situations:

1.

If a participant voluntarily returns a CSJ or W-2 T payment within 15 days of
the payment issuance date. The refund can be made in cash, by personal
check, money order, or by returning the issued payment. No adjustment will
be made if the voluntarily refunded payment is from a W-2 employment
position participant who is sanctioned.

If a participant repays payments for a month due to an overpayment caused
by agency error or inadvertent participant error. When the entire overpayment
is repaid, those months of eligibility must be restored. In cases of IPV,
sanctioned participation, or fraud, used months of eligibility must not be
restored even if payments are fully repaid.

If a TEMP employer does not request a TEMP subsidy for a month of
employment.

See 2.10.2.3 for adding month of eligibility when TANF is received from another state.
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2.10.6 Time Limit Extensions

2.10.6.1 24-Month Time Limit Extension Criteria
2.10.6.2 60-Month Time Limit Extension Criteria
2.10.6.3 Local Labor Market Conditions Criteria
2.10.6.4 Time Limit Extension Decision Process
2.10.6.4.1 Processing Initial Time Limit Extensions
2.10.6.4.2 Processing Subsequent Time Limit Extensions
2.10.6.4.3 Reaching 24-month and 60-month Time Limits Concurrently
2.10.6.5 Time Limit Extension Decisions and Assessment
2.10.6.6 CMD Placements

There are opportunities for time limit extensions of the 24-month and 60-month time
limits for TEMP, CSJ, W-2 T, and CMC participants. The W-2 agencies must work
intensively with CSJ and W-2 T participants prior to and during time limit extension
periods to help the participant overcome barriers or challenges.

For information on time limit extensions for CMC participants, see 2.10.8.2.

2.10.6.1 24-Month Time Limit Extension Criteria

All time limit extension decisions must be made on a case-by-case basis. In
determining whether to extend the 24-month time limit, the W-2 agency must determine
whether the participant meets the appropriate 24-month time limit extension criteria:

TEMP and CSJ participants: A TEMP or CSJ participant must be granted a 24-month
time limit extension if he or she has made all appropriate efforts to find unsubsidized
employment and has been unable to do so because the local labor market conditions
preclude a reasonable unsubsidized employment opportunity for that participant and, for
CSJ participants, there are no TEMP opportunities in the specified local labor market.

"Reasonable unsubsidized employment opportunity” means a job the participant could
get that pays at least minimum wage, and conforms to all applicable federal and state
laws.

W-2 T participants: A W-2 T participant must be granted a 24-month time limit
extension if he or she has made all appropriate efforts to find unsubsidized employment
and significant barriers prevent advancement to a higher W-2 employment position or
unsubsidized employment. To be considered for a time limit extension, the W-2 T



participant must have completed a valid formal assessment. (See 5.5.1 for more
information on valid formal assessments.)

Making dall appropriate efforts to find unsub
participant has participated in all assigned activities, including job search.

2.10.6.2 60-Month Time Limit Extension Criteria

All time limit extension decisions must be made on a case-by-case basis. In determining
whether to extend the 60-month time limit, the W-2 agency must determine whether the
participant meets at least one of the following 60-month time limit extension criteria:

1. The participant has made all appropriate efforts to find unsubsidized
employment and has been unable to do so because the local labor market
conditions preclude a reasonable unsubsidized employment opportunity for
that participant.

T Making dnall appropriate efforts to f
means that the participant has participated in all assigned activities,
including job search.

1 "Reasonable unsubsidized employment opportunity” means a job
the participant could get that pays at least minimum wage, and
conforms to all applicable federal and state laws.

2. The participant is unable to work because of:
T A personal disability or incapacitation.

1 A need to remain at home to care for a member of the W-2 Group
whose incapacity is so severe that without in-home care provided
by the W-2 participant, the incapacitated W-2 Group member's
health and well-being would be significantly affected.

3. The participant has significant limitations to employment such as any of the
following:

1 Low achievement ability, learning disability, or emotional problems
of such severity that they prevent the individual from obtaining or
retaining unsubsidized employment, but are not sufficient to meet
SSDI or SSI requirements.

T Family problems that affect one of the members of the W-2 Group
including legal problems, family crises, homelessness, domestic
abuse, or children's school or medical activities.

A valid formal assessment must have been completed for criteria 2 and 3 above. If the
individual does not have formal assessment information regarding barriers or limitations
as described above and is not participating in all assigned activities, the FEP may deny



a 60-month time limit extension. (See 5.5.1 for more information on valid formal
assessments.)

2.10.6.3 Local Labor Market Conditions Criteria

A W-2 agency may provide a time limit extension on a case-by-case basis if that agency

deter mi nes that a participantds appropriate eff
have been unsuccessful because local labor market conditions preclude such

employment for that participant.

Local Labor Market Time Limit Extension Approvals

In order to approve a time limit extension based on local labor market conditions, the
agency must demonstrate or document any one of the following circumstances:

T As supported by specific examples, the inability of other W-2 participants
with similar skills, or engaged in job searches in similar geographic and
occupational areas, to find unsubsidized jobs;

1 As supported by specific examples, the loss, due to employer closures or
cutbacks, of sites on which the agency has historically relied to place W-2
participants in unsubsidized employment;

T As supported by published labor market data or by specific examples of
closures or cutbacks, a local downturn or continuing unavailability of jobs
in the labor market sectors matching participant skills; or

1 As supported by published labor market data or by specific examples of
closures or cutbacks, a local downturn or continuing unavailability of jobs
in the labor market within reasonable participant travel time (no more than
60 minutes travel time one-way, using available transportation, from the
participantds home to the employer, inc
necessary child care).

This documentation may include case histories of other comparable participants (with
any personally identifiable information removed), press coverage regarding the local job
market or local business conditions, agency correspondence with historical or potential
placement sites, current labor market data obtained from public or private sources, or
products of current locally relevant labor market studies or research.

Local Labor Market Time Limit Extension Denials

In order to deny a time limit extension based on local labor market conditions, the
agency must demonstrate or document all three of the following types of information:



1. Detail on the skills and aptitudes the participant has to offer the local labor
market, and detail on the occupations in which the agency believes the
participant can get a job.

2. Documentation of at least two specific job opportunities compatible with the
participantoés skills, aptitudes, and pers
participant has refused or failed to apply.

3. Descriptions of the participantds means o
opportunities, showing that each opportunity is no more than 60 minutes

travel timeone-way, wusing available transportatio
home to the employer (including travel time related to any necessary child
care).

2.10.6.4 Time Limit Extension Decision Process

W-2 agencies have decision-making authority for all time limit extension approvals and
denials.

2.10.6.4.1 Processing Initial Time Limit Extensions

A discussion between the FEP and the participant regarding a time limit extension must
take place no later than the 18th month of the 24-month time limit and the 54th month of
the 60-month lifetime limit. If a person enters W-2 with more than 18 months on a 24-
month time limit or 54 months on the 60-month time limit, the discussion must take
place at application. When determining eligibility for an initial time limit extension, the
FEP must complete the W-2 Agency Time Limit Extension Record (11661). One copy
of the form must be scanned into ECF and one copy given to the participant. In
addition, the FEP must enter the time limit extension decision on CARES screen AIWE
no later than the end of the 20th month for the 24-month time limit and the end of the
56th month for the 60-month time limit. A time limit extension may be granted for up to
6 months from the | ast day of the participant
day of the participant's 60th month.

For those participants who have been denied or who have declined a time limit
extension, the FEP must continue to closely monitor the case in the final months to
determine if circumstances have changed that would result in the need for a time limit

extension.


http://dcf.wisconsin.gov/files/forms/doc/11661.docx

2.10.6.4.2 Processing Subsequent Time Limit Extensions

After an initial time limit extension approval is granted, the W-2 agency can determine

that a subsequent time limit extension period is necessary. There is no limit to the
number of subsequent time limit extensions a participant may receive. When

determining eligibility for a subsequent time limit extension, the FEP must complete the

W-2 Agency Time Limit Extension Record (11661). One copy of the form must be
scanned into ECF and one copy given to the participant. The subsequent time limit
extension decision must also be entered on CARES screen AIWE no later than the
month prior to the current time limit extension end month.

2.10.6.4.3 Reaching 24-month and 60-month Time Limits Concurrently

If a participant is going to reach his or her 24th month in a TEMP, CSJ, or W-2 T or the
end of a 24-month time limit extension 6 months prior to reaching the 60-month lifetime
limit, the FEP must determine eligibility for a 60-month time limit extension rather than a

24-month time limit extension. The FEP must then enter the 60-month time limit
extension information into CARES prior

t

Example: Mary will reach her 24th month in a CSJ when the CARES clock cycle
runsonJuly29. Upon reviewing the participant
for the time limit discussion with the participant, the FEP sees that the participant
will reach her 60th month on her lifetime limit on October 31. Because the
participant will reach 60 months 3 months after reaching her 24th month, the FEP
determines eligibility for a 60-month time limit extension and enters the 60 month
time limit extension approval by July 29. This extends both the 24-month time

limit as well as the 60-month time limit. Any subsequent time limit extensions will

be made to the 60-month time limit.

2.10.6.5 Time Limit Extension Decisions and Assessment

The FEP must offer the BST if an initial 24-month or 60-month time limit extension is

going to be denied and the BST has not been completed or declined within 12 calendar

mont hs prior to the participantds 24t h
extension until the BST is offered to the participant using the BST Agreement form. A

check of CARES screen WPRU will assist the FEP in determining the last date the BST

was completed, declined or updated.

If the BST results indicate the need for a formal assessment, a time limit extension
cannot be denied until the formal assessment is complete. (See 5.4.1)

o

o
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Example: Jonna moved to Wisconsin with 46 months on her TANF clock from
lllinois. She was placed in W-2 T in March 2011. The BST was administered
during the application process in March 2011. Jonna left W-2 in May 2011. She
returned to W-2 in December 2011 but the W-2 agency was not required to offer
the BST because her case had not been closed for a period of one year or more.

is April 2012, the FEP must have a discussion with Jonna regarding the
opportunities for a time limit extension. At that time, the FEP sees that Jonna has
not had the BST offered in over 12 months (since March 2011) when she first
became eligible for W-2. If the FEP is considering denying a time limit extension
for Jonna, the FEP must again offer the BST.

Jonna will reach her 60th month in October2012. | n Jonnads 54t |

N

2.10.6.6 CMD Placements

When a participant is denied a time limit extension or the participant declines a time limit
extension for either the 24 month or 60 month time limit, the FEP must offer the CMD
placement. The CMD placement is a case management placement for individuals who
have reached their time limit and are no longer eligible for a paid placement.

The goals of the CMD placement are to:

1 Help connect the individual to employment;
T Connect the individual and family to services in the community; and

1 Reassess on a monthly basis whether the individual should receive a time
limit extension.

To be eligible for the CMD placement, the participant must meet W-2 financial and
nonfinancial eligibility criteria, with the exception of the 24- or 60-month time limit.

Services provided to a CMD patrticipant will depend largely upon the reason for the time
limit extension denial or the reason the participant declined a time limit extension and
the placement the individual was in at the time of the denial or the time the participant
declined a time limit extension. Participants who were denied a time limit extension due
to nonparticipation would likely be assigned to activities similar to what was assigned
while in the placement.

FEPs must meet with CMD patrticipants weekly. Every 30 days, the FEP must review
the CMD placement. The placement review must be held in a face-to-face meeting with
the participant, either at the W-2 agency or some other agreed upon location. At this
meeting, the FEP must reassess the case. If the individual has consistently
participated, the FEP must reassess whether barriers to employment exist. The FEP
must also reconsider whether the individual is appropriate for a time limit extension.

mo nt



The FEP must thoroughly document on CARES screen CMCC the details of the weekly
meetings and the reassessment process as well as the reason(s) the participant is
going to remain in the CMD pl acement, I f that
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2.10.7 Reapplying for W-2 Services after Reaching the
Time Limit

The W-2 agency must process a W-2 application for anyone that requests W-2 services.
This includes individuals who have previously reached their 24 or 60-month time limit.
More specifically, it includes:

1. Individuals who voluntarily declined a time limit extension but later decide
they want W-2 services.

2. Individuals who previously did not qualify for a time limit extension who left
the W-2 program but choose to return at a later time. They may choose to
return for many reasons, including but not limited to:

1 A change in physical or mental health;
T Unable to find employment;
1 Agrees to cooperate with program requirements; or

1 Has barriers that were never identified or were not addressed
during prior W-2 participation.

If the applicant meets W-2 financial and nonfinancial eligibility criteria but has reached

the 24 or 60-month time limit, the FEP must determine time limit extension eligibility

based on the time limit extension criteria. When applying the time limit extension

criteria,the FEP must consi der -2pgaécipatipn@hdicaranht 6s pri or
circumstances. If the FEP determines that the applicant does not meet the time limit

extension criteria and plans to deny a time limit extension, the FEP must ensure that

during previous W-2 patrticipation the individual was properly screened and assessed.

Also, the FEP must make sure that accommodations and services necessary to address

the participantds barriers were provided.

For all applicants who have reached either a 24 or 60-month time limit, the FEP must
offer the BST during the application process. (See 5.4.1.1) If the BST cannot be
completed during the 12 day application process and the applicant is otherwise eligible,
the applicant must be placed and offered a time limit extension to allow for the
processing of the BST as well as any necessary formal assessments needed to support
the time limit extension decision. In these circumstances, W-2 agencies should consider
a shorter time limit extension than the 6 month maximum time limit extension.
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2.10.8 CMC Time Limits

2.10.8.1 CMC Patrticipant Time Limit Extensions

ACMCparticipantés months in a CMC plmeome ment ar

and 60-month time limits if the child is born:
1. Less than 10 months after the date the individual was first determined to be
eligible for AFDC or a TEMP, TSP, CSJ, or W-2 T placement.

2. More than 10 months after the date the individual is first determined eligible
for AFDC or a TEMP, TSP, CSJ, or W-2 T placement, but:

1 Eligibility was determined prior to October 1, 1996; or

1 The birth was the result of sexual assault or incest and the incest or
sexual assault has been reported to a physician and law
enforcement authorities.

Example: A woman who has never received AFDC or W-2 has a child, applies for
W-2 and is found eligible for CMC. The months in CMC would not count against
the 60-month lifetime limit because she had never been determined eligible for

AFDC or a TEMP, TSP, CSJ, or W-2 T placement.

A CMC participantds mont hs i siboththeRBt@onth &nd c e me n't

60-month time limits if the child is born more than 10 months after the date the
individual was first determined to be eligible for AFDC or a TEMP, TSP, CSJ, or W-2 T

placement, and:

1 Eligibility was determined on or after October 1, 1996; or

T The birth was not reported to a physician or law enforcement authorities if
it was the result of sexual assault or incest.

Example: A former AFDC recipient who has never participated in W-2 has a child,
applies for W-2 and is found eligible for CMC. She was first determined eligible for
AFDC in July 1997. Therefore, the months in CMC would count against the 60-
month lifetime limit because she was determined eligible for AFDC after October

1, 1996.




Ongoing W-2 TEMP, CSJ, or W-2 T Participants: If a CMC participant moves from a
TEMP, CSJ, or W-2 T directly into a CMC, the months in the CMC placement will count
against the 24-month time limit of the position from which he or she moved.

Example: Lanye was in a CSJ placement and had a baby. She is moved directly
into the CMC placement. Because she moved directly from a CSJ placement to a
CMC placement, the CMC months will count against the CSJ 24-month time limit
as well as the 60-month time limit.

New Applicants or Case Management Participants: When applicants are placed in
CMC or move from a W-2 placement that only provides case management services and
is not subject to a 24-month time limit, such as CMP, the months in CMC count toward
the 60-month time limit, but not toward the 24-month time limit.

Example: Krysta received AFDC in December 1996. She has returned to W-2 and
is found eligible for the CMC placement. Because Krysta did not move directly
from a TEMP, CSJ, or W-2 T into CMC, the months in CMC will not count toward
a 24-month time limit, but the months will count toward the 60-month time limit.

2.10.8.1 CMC Participant Time Limit Extensions

CMC participants are automatically eligible for 24-month and 60-month time limit
extensions. The FEP must enter a time limit extension covering the time until the child
turns 8 weeks of age. The FEP must then review the CMC case prior to the end of the 8
week CMC time period to determine if the CMC participant wants and is eligible for
continued W-2 services. If the person wants cash assistance or other W-2 services
beyond when the child turns 8 weeks of age, the FEP would have to follow normal
eligibility determination policies, including time limit extension eligibility, if necessary.
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03 Financial Eligibility
3.1 General Financial Eligibility

In addition to meeting the nonfinancial eligibility criteria, applicants must also meet
financial eligibility criteria to be considered eligible for W-2 services or a JAL.

There are two exceptions to this:

1 A Minor Parent is eligible for case management services without regard to
income or assets.

1 Participants in a CMF placement do not have to meet the financial eligibility
requirements. CMF participants must meet nonfinancial eligibility requirements in
order to be eligible for ongoing case management services.

W-2 financial eligibility is determined by both a gross income and an asset test. When
testing prospectively for income and assets, months of asset ineligibility or months of
income ineligibility must not be combined to create two consecutive calendar months of
financial ineligibility.

EXAMPLE: Judy receives $5,000 as a lawsuit settlement on February 11, 2016,
while participating in a CSJ. Judy reports thistoher FEPon Febr uary [12.
FEP enters the initial settlement as income in February, and uses the bank
statement Judy provides as verification. Although Judy is over the income limit,
she remains eligible because this is only the first month that she is over the
income | imit. At Judyds next appointment
has any settlement money remaining. Judy indicates that she spent $2,200 of the
settlement in February, and plans to spend the remainder thismonth. Judy 6 s | FEP
enters the remaining $2,700 as an asset in March. Although Judy is over the asset
limit, she remains eligible because this is the first month that she is over the asset
l'imit. Judydéds FEP calls Judy on Aopayil| 6 t
remaining. Judy confirms that she spent the remainder and provides another bank
statement as verification that she is again under the income and assets limits for
W-2. Even though Judy was over the income limit and over the asset limit in two
consecutive months, she remained eligible because being over the income limit
one month and over the asset limit the next month cannot be combined to create
two calendar months of ineligibility. Therefore, as Judy neither exceeded the
income limit for two consecutive calendar months nor exceeded the asset limit for
two consecutive calendar months, therge is
placement.
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3.2 Income

3.2.1 115% Gross Income Test

If the total countable income (See 3.2.8) of the W-2 Group at application is less than or
equal to 115% of the FPL for the size of the W-2 Group, the group may be considered
for all W-2 services or a JAL.

The FPL changes in February of each year. These figures were effective February 1,
2017.

W-2 Group Size Annual 115% FPL|Monthly 115% FPL
1 $13,869 $1,156
2 $18,676 $1,556
3 $23,483 $1,957
4 $28,290 $2,358
5 $33,097 $2,758
6 $37,904 $3,159
7 $42,711 $3,559
8 $47,518 $3,960
9 $52,325 $4,360
10 $57,132 $4,761
[For Each Additional Person Add $4,180 $401

EXAMPLE: Jonathan applies for W-2 on May 5. Jonathan has a family size of
three. The monthly 115% gross income limit for his family size is $1,957. At the
time of application, his total income equals $1,972 per month. Jonathan tells his
worker that his $250 Ul will end effective June 30. In this example, Jonathan is
financially ineligible for W-2 for both May and June and, unless Jonathan's income
drops for some other reason, he would not be eligible for W-2 until July.
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3.2.2 Prospective Income Eligibility

Available earned and unearned income is tested prospectively for W-2 eligibility. The
FEP makes a best estimate to determine what income will be received by the participant
each month.
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3.2.3 Estimating Income

To get the best estimate of monthly earned income for employees paid an hourly rate, a
FEP must use:

T (hourly rate) x (average hours per week) x (4.3 weeks per month) if paid on a
weekly basis;

T (hourly rate) x (average hours biweekly) x (2.15 weeks per month) if paid on a
biweekly basis;

T Monthly amount if paid on a monthly basis (this includes self-employment and
other averaged income); or

T (Amount) x (2) if paid twice a month

To get the best estimate of monthly unearned income for the W-2 Group , a FEP must
use:

(weekly amount) x (4.3 weeks per month) if received on a weekly basis;
(biweekly amount) x (2.15 weeks per month) if received on a biweekly basis;
Monthly amount if paid on a monthly basis; or

(amount) x (2) if paid twice a month.

= =4 =4 A

The prospective income estimate must not be changed due to missed work or irregular
spikes in work hours. A W-2 Group must be prospectively ineligible for two consecutive
months before the case closes.

TheW-2 Groupbs income only affects eligibility
2 payment. The payment amount is a flat grant determined solely by the employment
position in which the adult is participating.
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3.2.4 Income Availability

Only income that is actually available for use may be counted. Income is available when
the individual has a legal interest in it and has the legal ability to make it available for
support and maintenance. Income is considered unavailable when the individual can
reasonably document that it cannot be accessed for 31 or more days. Unavailability is
usually documented by a letter from an agency or the source stating when the person
will receive the income. Income is counted beginning in the first month it is received and
thereafter. Until the amount and the payment date are known, the income must not be
counted.

EXAMPLE: Kate has won a lawsuit filed on her behalf due to a car accident.
Under the terms of the settlement, Kate will receive monthly payments for up to
ten years. Kate has not yet received the first payment of the insurance settlement
and she is not sure at this time when she will because the settlement has been
appealed by the insurance company. This income must not be counted until Kate
knows when she will begin receiving the insurance settlement or when she
actually begins to receive it, whichever is first.

A payment received must not be counted as an asset (See 3.3.1) and income in the
same month. Current payments must be counted as income in the month received. Any
amount remaining becomes an asset in the following month.
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3.2.5 Fluctuating Income

If the amount of regularly-received income varies, the \W-2 agency must use an
average. Income that is received on an irregular basis must also be averaged over the
period between payments. If neither the amount nor the frequency is consistent or
predictable, the income may only be counted for the month in which it is received.

EXAMPLE: Bob applied for W-2 services and reports that he works for a local
garage between 5 and 20 hours per month. In January, he received a paycheck
for $169, in February he received $200, and in March he received $80. To create
an average income amount, add together the three months of income (169 + 200
+ 80 = 449), then divide the total income by the number of months (449/3 =
$149.66). Compare the averaged income amount of $149.66 plus other sources
of income against the 115 percent gross income test to determine financial
eligibility.
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3.2.6 Prorating Income

3.2.6.1 Lump Sum Payments
3.2.6.1.1 Annual Lump Sum Payments
3.2.6.1.2 Other Lump Sum Payments
3.2.6.2 Contractual Income

3.2.6.1 Lump Sum Payments

Lump sum payments are one-time payments of either earned or unearned income.
Some lump sum payments are intended to cover a specific period of time, such as
settlement income related to a specific injury. Unless it is disregarded income (see
3.2.9), lump sum income must be counted as follows.

3.2.6.1.1 Annual Lump Sum Payments

Income received on a yearly basis or less often may be converted to a monthly amount.
The agency may count only income that is predictable in amount and frequency, such
as land contract income or income from a trust fund. Count the prorated income
beginning in the month it is received.

EXAMPLE: Joan receives $900 every six months on a land contract. To create
an average monthly amount, divide $900 by six months (900/6 = $150). Compare
the averaged monthly amount of $150 plus other sources of income against the
115 percent gross income test to determine financial eligibility.

3.2.6.1.2 Other Lump Sum Payments

If the lump sum payment is not intended to cover a period of time, the income may only
be counted as income for the month in which it is received and an asset for any month
remaining (see 3.2.4). If the lump sum payment is intended to cover a period of time,
the income must be prorated over the period the income is intended to cover beginning
in the month it is received.



EXAMPLE 1: Ariana inherits $5,000 from her grandmother on February 16, 2016.
Ariana receivesaone-t i me check f or t heFERshdulelcount ance. A
this as income for February, and as an asset for any month thereafter that Ariana
keeps the inheritance balance in her account greater than $2,500.

EXAMPLE 2: While participating in a W-2 T placement, John wins a lawsuit
settlement of $6,000 on November 18, 2016. The settlement states that the

paymentisintended t o support Johnds medical <costs
order to help him recover from an injury incurred while shopping at a local store.
Johndéds FEP should average the $6, 000 pver s
receives the payment in November.

3.2.6.2 Contractual Income

Contractual income that is annual income (intended to provide support for the entire
year), and is not paid on an hourly basis, must be prorated over 12 months. Contractual
income that is not annual income (intended to provide support for the household for only
a portion of the year), and is not paid on an hourly basis, must be prorated over the
period the income is intended to cover. Contractual income that is paid on an hourly
basis should be estimated in accordance with 3.2.3.

EXAMPLE 1: Shaniceworksfull-t i me as a public schoo as a
She has worked in this position for the last 3 years and receives a 12 month
contract every August. She earns $15,480 annually and has elected to receive her
income over 12 months, even though she is only working September through
June. She does not supplement her incpopme du
should average her income over 12 months: $15,480/12 =$1,290.

EXAMPLE 2: Betty has worked for 5 years at a public school as a part-time
nurse. She receives a contract for 12 months every August and has elected to
receive her income from September through June. She earns $19,500 per school
year. In the summer, she supplements her income with a job at the Girl Scout
campgrounds in the first aid tent. Bef
Bettybds FEP should average Bettybés sch
elected to receive it: $19,500/10 = $1,950.

o
- o
(7]

OG—P




EXAMPLE 3: Tamika has been employed as a school bus driver for 3 years. She
is paid by the hour. This employment stops at the end of the school year and
resumes at the beginning of the next school year. Since Tamika is paid on an
hourly basis, the income from her bus driving job must not be treated as

contractual income.
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3.2.7 Changing Estimated Income

Once determined eligible for W-2, if the W-2 Group has income and it is expected to

exceed the 115 percent gross income limit (See 3.2.1) for at least two consecutive

months, the group becomes ineligible for W-2. Participants must report any change in

earned or unearned income within 10 calendar days of the occurrence. The FEP must
redetermine the best estimate (See 3.2.3) for all income at each review, or when any

change intheincome 6 s source, rate of pay, or payment

Overpayment claims must be established only for untimely reports of changes.
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3.2.8 Counting Income

3.2.8.1 Qualified Alien Deeming

3.2.8.2 Farm & Self-Employment Income

3.2.8.3 Child Support Income

3.2.8.4 Supplemental Security Income (SSI) and Caretaker Supplement (CTS) Income
3.2.8.5 Census Employment and Other Temporary Employment Income

All earned and unearned income of all the W-2 Group members is counted in
determining the 115 percent gross income test (See 3.2.1) unless specifically
disregarded. See 3.2.9.1 for disregarded income.

3.2.8.1 Qualified Alien Deeming

USCIS may require certain qualified aliens who are admitted as a permanent resident

alien to have a sponsor sign an affidavit of support to ensure the immigrant does not

become a public charge. For some sponsored qualified aliens, if the sponsor makes

income available to the alien, the splensor os
available to the sponsored alien when determining W-2 financial eligibility for that alien.

Certain groups of aliens typically have both an agency sponsor and an individual

sponsor such as a church or family member. However, these individuals and agency
osponsorso do not meet the USCIS definition o
nor individual sponsor have a legal obligation to provide financial support beyond the

first month in the United States and they do not have to ensure that the alien does not

become a public charge.

Do not deem a sponsoroés income for the follow

1.  Aliens granted asylum (asylees) under section 208 of the Immigration and
Naturalization Act (INA);

2. Refugees who are admitted to the United States under section 207 of the
INA;

3. Aliens paroled into the United States (parolees) under section 212(d)(5) the
INA for a period of at least one year;

Aliens whose deportation is being withheld under section 243(h) of the INA;

5. Amerasian Immigrants, as defined in section 584 of the Foreign Operations,
Export Financing, and Related Programs Appropriations Act of 1988; and



6. Cuban-Haitian entrants.

3.2.8.2 Farm & Self-Employment Income

The W-2 agency must count the gross receipts from farm and self-employment
businesses. Gross receipts must not be adjusted based on expenses. Monthly farm and
self-employment income must be calculated using IRS tax forms completed for the
previous year or, if tax forms were not completed for the previous year, using average
monthly anticipated earnings. The number of self-employment hours reported as
worked per month is limited to the net business income divided by federal minimum
wage. (See Self-Employment Income Report (DWSP2131-E))

3.2.8.3 Child Support Income

Count non-regular collections of arrears as an asset (See 3.3.1).

3.2.8.4 Supplemental Security Income and Caretaker Supplement Income

In addition to any adult's SSI payments, CTS payments must also be counted as the
SSI par en tGhikren'si88l payments must not be counted in the W-2 Group's
income. (See 3.2.9.1) Treat retroactive CTS payments as income in the month received
and any amount remaining becomes an asset in the following month.

3.2.8.5 Census Employment and Other Temporary Employment Income

Income from temporary employment, including employment as a census enumerator, is
counted in determining W-2 financial eligibility.
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3.2.9 Disregarded Income

3.2.9.1 Disregarded Income
3.2.9.2 Income with Limited Disregards

All earned and unearned income of all the W-2 Group members is counted in
determining the 115 percent gross income test (See 3.2.1) with the exception of the
income listed in this section. Income listed in this section is disregarded either in whole
or under limited circumstances.

3.2.9.1 Disregarded Income

The agency must disregard the following income in determining the 115 percent gross
income test:

1. Child Support Income: Regular collections of current child support,
maintenance payments, family support (combination of child support and
maintenance) or regular collections of child support arrears.

2. Tax Refunds: The agency must disregard as income the entire amount of
any federal income tax refund in the month received. This includes federal
tax refunds that result from federal over-withholding and from tax credits.
Agencies must also disregard as income the portion of a state tax refund
resulting from the state EITC in the month received. (See 3.3.4)

3. Loans and JALs: Any loans unless available for current living expenses. If
available for current living expenses, loans must be counted as assets even if
there is a repayment schedule. JALs must be disregarded.

Reverse Mortgage Loan Proceeds (1993 Wisconsin Act 88): Payments made

to a borrower must be treated as proceeds from a loan and not as income.

Undi sbursed funds must be treated as equi
not as proceeds from a loan.

4, W-2 Employment Positions : Earnings from a W-2 TEMP position (TMP,
TNP), and TSP, CSJ, and W-2 T payments.

5. In-Kind Income: Any gain or benefit that is not in the form of money paid
directly to the household such as, meals, clothing, housing and garden
produce.



http://www.revenue.wi.gov/faqs/ise/eic.html

10.

Vendor Payments: Vendor payments, such as rent paid by a community
organi zation on the househol dés behalf.

Kinship Care: Kinship Care payment for the needs of a non-legally
responsible relative child who is not included in the W-2 Group.

Foster Care: Foster Care payments for the needs of a foster child who is not
included in the W-2 Group.

Earned Income and SSI_payments of a Dependent Child: Income earned by
a dependent child in a W-2 Group, and any SSI payments the dependent child
receives.

Federally Funded Benefits: Any income or resources distributed under the
following federal laws are disregarded:

a.  Agent Orange Settlement Fund: Payments received from the Agent
Orange Settlement Fund or any other fund established in settling "In Re
Agent Orange product liability Settlement Fund litigation MDL No. 381
(EDNY)". Apply this disregard retroactively to January 1, 1989, and
continue the disregard as long as payments are identified separately.

b. Radiation Exposure Compensation Act: Payments from any program
under the Radiation Exposure Compensation Act (PL 101-426) paid to
compensate injury or death resulting from exposure to radiation from
nuclear testing ($50,000) and uranium mining ($100,000). Apply this
disregard retroactively to October 15, 1990. Continue the disregard as
long as payments are identified separately.

C. Nazi Persecution Victims: Payments under PL 103-286 to victims of
Nazi persecution.

d. Benefits for Children of Vietnam Veterans Who Are Born with Spina
Bifida: Payments under PL 104-204 paid to any child of a Vietham
veteran for any disability resulting from spina bifida.

e. Benefits for Children of Vietnam Veterans Born with Birth Defects other
than Spina Bifida: Payments received under PL 106-419 for children
with birth related disabilities other than spina bifida who were born to
women veterans that served in Vietham during the period February 28,
1961 to May 7, 1975.

f. Crime Victims Fund: Any amount of crime victims compensation
received under section 1403 of the Victims Crime Act of 1984 (42 U.S.C.
10602). Benefits include, but are not limited to, those paid under the:

1) Antiterrorism and Effective Death Penalty Act of 1996
2) Crime Victims Compensation Program (Chapter 950, Wis. Stat.)
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National Flood Insurance Program: Payments under PL 109-64
provided for flood mitigation activities with respect to a property.

Medicare Prescription Drug, Improvement and Modernization Act: Drug
subsidies and drug discounts received as a benefit under this law.

Nutrition Program Benefits:
1) National School Lunch Act (PL 79-396)
2) Food Stamp Act of 1977 (PL 88-525)

3) Child Nutrition Act of 1966 (PL 89-642). This program includes
WIC.

Tribal Settlements:
1) Indian Tribes; Sub-marginal Lands (PL 94-114)
2) Di sbur sement of Minordés Shd33e of Juc

3) Lands Held in Trust for the Benefit and Use of the Pueblo of Santa
Ana (PL 95-498)

4) Lands Held in Trust for the Benefit and Use of the Pueblo of Zia
(PL 95-499)

5) Shoalwater Bay Indian Tribe, Dexter-by-the-Sea Claim Settlement
Act (PL 98-432)

6) Chippewas of Lake Superior (PL 99-146)

7) Saginaw Chippewa Indian Tribe of Michigan Distribution of
Judgment Funds (PL 99-346)

8) Chippewas of the Mississippi (PL 99-377)
9) Michigan Indian Land Claims Settlement Act (PL 105-143)
10) Section 707, Title VII Miccosukee Settlement (PL 105-83)

11) Mississippi Sioux Tribes Judgment Fund Distribution Act of 1998
(PL 105-387)

12) Claims Resolution Act of 2010 (PL 111-291): All proceeds
received from the Cobell v. Salazar Class Action Trust Case
settlement under this act must be disregarded as income in the
month received and as a countable asset for one year from the
date of receipt.

Miscellaneous Federal Benefits:
1) Housing Act of 1949 (PL 81-171)

2) Older Americans Act (PL 89-73), including Title V - Community
Service Employment for Older Americans

3) Uniform Relocation Assistance & Real Property Acquisition
Policies Act of 1970 (PL 91-646)



4) Robert T. Stafford Disaster Relief & Emergency Act (PL 93-288)

5) Housing & Community Development Amendments of 1978 (PL
95-557); however, wages from the act may be counted as income.

6) Low Income Energy Assistance Act of 1981 (PL 97-35)
7) Old Age Assistance Claims Settlement Act (PL 98-500)
8)  Workforce Investment Act (PL 105-220)

9) State Department Refugee Resettlement Reception and
Placement (R&P) grant cash income (45 CFR 400.66)

11. Educational Aid: The following educational aid or resources are disregarded:

a.

Scholarships for tuition and books: Scholarships received for tuition and
books, including scholarships from public or private organizations.

Student Financial Aid: Any student financial aid received under any
state program or federal program. This includes the following aid
received under the Higher Education Act of 1965 (PL 89-329).

1) Basic Educational Opportunity Grants (BEOG or PELL grants)
2) Presidential Access Scholarships (Super PELL grants)
3) Supplemental Educational Opportunity Grants (SEOG)
4) State Student Incentives Grants (SSIG)
5) Federal Direct Student Loan Program (Formerly GSL & FFELP)
a) Supplemental loans for students
b) Robert T. Stafford Student Loans
C) PLUS loans for parents
d) Federal Consolidated Loan Program
6) Federal Work Study Funds
7)  TRIO Grants (disadvantaged youth grants)
a) Upward Bound
b) Student Support Services
C) Robert E. McNair Post-Baccalaureate Achievement
8) Robert C. Byrd Honors Scholarship Program
9) College Assistance Migrant Program (CAMP)
10) High School Equivalency Program (HEP)
11) National Early Intervention Scholarship and Partnership Program

12) Montgomery Gl Bill for Active Military, Reserve Military and
Veterans



13) Vet er an 0aen AssdtancesPtogram (VEAP)
14) Carl Perkins Loans (formerly NDSL)

a) Indian Vocational Education Program

b) Native Hawaiian Vocational Education Program

c)  State Vocational & Applied Technology Programs which
include:

(2) State Program & State Leadership Activities

(2) Displaced Homemakers, Single Parent and Single
Pregnant

3) Women programs

(4) Sex Equity Program

(5) Programs for Criminal Offenders

(6) Secondary School Vocational Education Program

(7) Postsecondary & Adult Vocational Education
Program

(8) State Assistance for Vocational Education Support
Programs by Community Based Organizations

(9) Consumer & Homemaking Education Program

(10) Comprehensive Career Guidance & Counseling
Program

(11) Business-Labor-Education Partnership for Training
Program

d) National Tech-Prep Education Program
e) State-administered Tech-Prep Education Program

f) Supplementary State Grants for Facilities & Equipment &
Other Program Improvement Activities

0) Community Education Employment Centers Program
h)  Vocational Education Lighthouse Schools Program

i) Tribally Controlled Post-secondary Vocational Institutions
Program

)] Vocational Education Research Program

k) National Network for Curriculum Coordination in Vocational
and Technical Education

)] National Center or Centers for Research in Vocational
Education

m)  Materials Development in Telecommunications Programs



n) Demonstration Centers for the Training of Dislocated
Workers Program

0) Vocational Education Training and Study Grants Program

p)  Vocational Education Leadership Development Awards
Program

q) Vocational Educator Training Fellowships Program

r Internships for Gifted and Talented Vocational Education
Students Program

S) Business and Education Standards Program

t) Blue Ribbon Vocational Education Program

u) Educational Programs for Federal Correctional Institutions
V) Vocational Education Dropout Prevention Program

w)  Model Programs of Regional Training for Skilled Trades

X) Demonstration Projects for the Integration of Vocational and
Academic Learning Program

y) Cooperative Demonstration Programs

z) Bilingual Vocational Training Program

aa) Bilingual Vocational Instructor Training Program

ab) Bilingual Materials, Methods, and Techniques Program

3.2.9.2 Income with Limited Disregards

Some income may be disregarded under limited circumstances:

1.

Americorp VISTA: Disregard AmeriCorps VISTA income unless the VISTA
agency director verifies that volunteers are receiving the equivalent of
minimum wage. If the VISTA volunteer is receiving minimum wage or more,
count the VISTA income in determining gross income.

Operation Fresh Start: Disregard Operation Fresh Start income unless the
agency director verifies that participants are receiving the equivalent of
minimum wage. If the Operation Fresh Start participant is receiving minimum
wage or more, count the income in determining gross income.

Indian Tribal Judgment Funds Use or Distribution Act (PL 93-134): Disregard
per capita shares and income of $2,000 per year or less.

Rehabilitation Act of 1973 (PL 93-112): Disregard wages, allowances or
reimbursements for transportation or personal assistance services costs paid
to reasonably accommodate an employee, such as a vehicle modification



made to accommodate a disability or a payment by DVR to support a
rehabilitation plan.

Page Last Updated: 02/27/17
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3.3 Assets

3.3.1 $2,500 Gross Asset Test

If the total countable assets of the W-2 Group at application are equal to or less than
$2,500 in combined Equity Value the group may be considered for all W-2 services or a
JAL.

This page last updated in Release # 09-01
Release Date: 04/06/09
Effective Date: 04/06/09



3.3.2 Asset Avalilability

Only assets that are actually available for use may be counted. An asset is available if
the person has a legal interest in it and has the legal ability to make it available for
support and maintenance. An asset is unavailable when the individual can reasonably
document that it cannot be accessed for 31 or more days. A payment may not be
counted as an asset and income in the same month. Count income in the month
received and any amount remaining as an asset in the following month.

3.3.2.1 Joint Accounts and Property

Equal shares of jointly held accounts and property should be deemed available to each
person whose name is listed as an owner.

This page last updated in Release # 09-01
Release Date: 04/06/09
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3.3.3 Changing Estimated Assets

Once eligible for W-2, ifthe W-2Group0 s assets are expected to ex
least two consecutive months, the group becomes ineligible for W-2. Participants must

report any change in assets within 10 calendar days of the occurrence. However, the

FEP must enter only changes in assets over $100 when notified. At review, the FEP

must incorporate all changes in assets.

EXAMPLE1l: Mayaods father dies anlHeEqQuity\Maleelv g s her
the car is $13,000. Maya intends to keep the car as it has sentimental value for
her. While $10,000 of the equity value is disregarded, the remaining $3,000
equity value puts Maya $500 over the $2,500 asset limit. Maya reports taking
possession of the car on February 10th. When Mayaods wohiltyenr |runs e
February 10th, Maya fails the W-2 asset test for the months of March and April
and Mayabs case wil/|l close effective |Febr ua

EXAMPLE 2: Carolyn received her tax refund of $2,505 on April 16th. She
expects to use most of the money for past bills and other living expenses. She
may continue in her CMU placement as it is not expected that her assets will
remain over the $2,500 limit for two consecutive months. The agency may ask
Carolyn to send in her bank statement both months to check if she is over the
asset limit for two consecutive months.

This page last updated in Release # 09-01
Release Date: 04/06/09
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3.3.4 Counting Assets

3.3.4.1 Homestead

3.3.4.2 Vehicles

3.3.4.3 Other Assets

3.3.4.4 Individual Development Accounts
3.3.4.5 Federal Income Tax Refunds

The equity value of all assets not specifically disregarded by these instructions must be
counted.

EXAMPLE: Susan purchased a rare coin collection valued at $5,000. But she
has a legal debt against the collection in the amount of $3,000, so the value of
$2,000 may be counted for the asset test.

3.3.4.1 Homestead

The value of one home that serves as homestead for the W-2 Group must be
disregarded. The W-2 Group must be living in the home and using the home as his or
her primary residence.

In urban situations, the homestead usually consists of a house and lot. A home can
consist of a house and more than one lot, as long as the lots adjoin one another.

In farm situations, the home consists of the house and buildings together with the total
acreage property upon which they are located and which is considered part of the farm.
In situations where the land is on both sides of a road, it is still considered a part of the
home.

3.3.4.2 Vehicles

FEPs must disregard the first $10,000 of combined equity value of the W-2 Gr oup 6 s
vehicles. FEPs must count any equity value amount over $10,000 as an asset to be
tested against the $2,500 asset limit.



FEPs must not i ncr e a siebyaddingeaue forlloe iktagearui t vy
items such as optional equipment or apparatus for the disabled. FEPs may use either of

the following sources to verify vehicle value:

1 Kelly Blue Book; or
1 New and Used Car Prices NADA Guide

vehicle is $2,700 (6,700 - 4,000 = 2,700).

EXAMPLE: Chrystal's FEP checks the Kelly Blue Book to verify that Chrystal's
car has a market value of $6,700. However, Chrystal verifies that there is a lien
recorded on the title for an outstanding amount of $4,000. The equity value of the

The vehicles | isted below with a o0No3®B.l)nust
Common Vehicles Asset
Nonmotorized Camping Trailer No
Trailer Home No
Moped Yes
Motorized Golf Cart Yes
Motorized Boat Yes
Nonmotorized Boat No
Nonmotorized, Nonfarm Livestock Trailer No
Junk Car Yes
Airplane Yes
Snowmobile Yes
Motorcycle - any number of wheels Yes
Motorized Riding Garden Mower No
Log-skidder No
Farm Truck, Tractor, or Other Farm Vehicle used directly to produce No
income
Farm Tractor - Nonfarm Use Yes

3.3.4.3 Other Assets

Household and personal effects are exempt unless they are of unusual value.

v al

no


http://www.kbb.com/
http://www.nadaguides.com/

3.3.4.4 Individual Development Accounts

IDAs are designed to help low-income people accumulate assets which will help them
avoid long term poverty. In an IDA program, an eligible individual signs a savings
agreement with a participating agency to save earned income for a specified purpose.
The participant's savings are put in a segregated bank account and matched with
program funds. The savings and match can only be withdrawn and used for purposes
specified in the program.

IDAs can be funded by three sources: Office of Community Services under the AFIA,
ORR, or other TANF/CR funds.

The match funds reserved for a participant in any IDA account, and the accrued interest
for the participant's savings and the match, are not available to the participant and,
therefore, are disregarded as assets for W-2 eligibility.

The participant's contributions to an IDA funded by the ORR program are not
disregarded as assets for W-2 eligibility. If a W-2 agency uses AFIA, Community
Reinvestment or other TANF funds to establish IDAs, the participant's savings in those
IDAs are disregarded as an asset for W-2 eligibility.

W-2 AFIA ORR TANF/CR

Funded Funded IDA Funded IDA
Participant Disregarded Not Disregarded

contributions disregarded
Match funds | Disregarded | Disregarded Disregarded
and accrued because it because it is because it is
interest is considered considered
considered not available not available

not
available

3.3.4.5 Federal Income Tax Refunds

The agency must disregard as an asset the entire amount of any federal tax refund for a
period of 12 months from the date of receipt. The federal tax refund is considered
disregarded income in the month received. (See 3.2.9.1)

When an individual is failing for exceeding the countable asset limit, the W-2 agency
must ask the individual if he/she has received a federal tax return in the previous 12
months. If the individual reports a federal tax return, the W-2 agency must take the
following steps:



1

.Subtract the feder al tax return amount

existing countable assets, enter the corrected amount into CWW, and run
eligibility;
Enter a case comment into CWW explaining the adjustment to countable assets;

3. Verify the tax return amount (See 4.1.3); and

4.

If the

Scan any relevant documents into ECF.

W-2 agency subtracts the federal tax refund from multiple countable assets, W-2

agencies must specify in case comments the amount of the federal tax refund that was
disregarded from each countable asset.

EXAMPLE 1 - APPLICANT

On April 2, 2011 Jackie applies for W-2. She provides a bank statement indicating
she has a checking account with a $3,000 balance.

The FEP must take the following actions:

1 Enter the $3,000 checking account into CWW;
T Complete the driver flow; and
T Run eligibility.

The CWW AElIl i gibility Run Resul t £aéligiulityg
with a 024 reason code (countable assets are over program limits). Because
Jackie failed W-2 eligibility for exceeding the asset limit, the FEP must ask Jackie
if she received any state or federal income tax refunds in the past 12 months.
Jackie tells the FEP that in February she received both a $1,000 state income tax
refund and a $2,000 federal income ta
with her.

The FEP must take the following actions:

1 Subtract the $2000 federal tax refund from the CWW checking account
entry;

T Change the verification for theiNas
Yet Verifiedo;

1 Request Jackie to verify her federal tax refund amount, and the date she
received it;

1 Enter a case comment in CWW indicating the amount and reason for the
subtraction; and

1 Run eligibility.

X r

S et

fro

ndi

ef u



Note: the FEP does not need to take any action on the state refund because
Jackie received it 2 months ago and state EITC payments are only disregarded as
income and assets the month they are received.

A few days later, Jackie returns with verification that she received a $2,000 federal
tax refund on February 15, 2011.

The FEP must take the following actions:

9 Change the verification for the
indicate the type of verification Jackie provided; and

1 Run eligibility

EXAMPLE 2 - ONGOING CASE

On April 10, 2011, Laticia calls to report she just received a $1,000 federal income
tax refund and a $430 state income tax refund. The state income tax refund is the
result of the state EITC. Both the full federal income tax refund and the state
income tax return that is the result of the EITC are disregarded as income in the
month received.

The FEP must take the following actions:

1 Enter a case comment in CWW identifying the amount of the tax
refunds, the dates Latacia received them, and information on why the
tax refunds were disregarded; and

1 Follow the appropriate income tax disregard policy if Latacia fails
W-2 eligibility for exceeding the asset limit in subsequent months.

This page last updated in Release # 13-03
Release Date: 10/15/13
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04 Case Processing Requirements

4.1 W-2 Eligibility Verification Requirements

4.1.1 Introduction

The W-2 agency must verify nonfinancial and financial information provided by the W-2
applicant or participant to determine whether an applicant qualifies for, or a participant
remains eligible for, W-2 services or a Job Access Loan.

This page last updated in Release # 11-02
Release Date: 04/07/11
Effective Date: 04/07/11



4.1.2 Information Requiring Eligibility Verification

The chart below provides a list of eligibility criteria along with suggested sources of
allowable verification. The list of sources to verify an eligibility item is not exhaustive, but
provides a sampling of the possible sources.

FEPs must verify identity, Social Security number, birth date, and citizenship only once
per lifetime of the case. (See 4.1.4) FEPs must verify other eligibility criteria at every
eligibility review and when new information is reported or received through a data
exchange. FEPs must conduct eligibility reviews at least every 6 months. If valid
verification documentation already exists via data exchange or in the Electronic Case
File (ECF), do not request additional verification. For example, if a legible copy of the
applicant's current lease is in the ECF, rather than pend the case for additional
verification of Wisconsin residency, FEPs must use this existing documentation to verify
Wisconsin residency.

Eligibility Suggested Sources of Verification ECF Code
Criteria
Identity Driverds License ID

(verify identity

only once) State Issued ID Card

Student ID Card
US Government ID Card
Military ID Card

Native American ID Card or other tribal
membership documentation issued by a Federally
recognized tribe

Any photo ID document issued by USCIS
US Passport
Any unexpired immigration document

Any other reliable document that verifies identity

Data exchange from the Social Security Not applicable
Administration for certain applicants as described
in Operations Memo 10-75

SC (SSI-MA or Medicare Recipient) or MB
(Medicaid Birth Claim) when entered by the IM
Worker



http://www.emhandbooks.wisconsin.gov/ecf/ecf.htm
http://www.emhandbooks.wisconsin.gov/ecf/ecf.htm
http://www.dcf.wisconsin.gov/files/w2/ops-memos/pdf/10-75.pdf

Birth Date Certified copy of Birth Certificate (must be marked {ID
(verify birth AFor Administrative Use
date only Hospital Birth Record
once)
Driverods License
US Passport
State Issued ID Card
Certificate of Naturald/
Admini strative Useo)
Certificate of Citizens
Administrative Useo0)
Native American ID Card or other tribal
membership documentation issued by a Federally
recognized tribe
CARES birth query (Wisconsin Births only)
Any unexpired immigration document
Any other reliable document that verifies birth date
Wisconsin Landlord inquiry or current lease SUE
Residency e -
(verify Utility bill for water, gas, electricity, or telephone
residency at that includes name and Address
application Mortgage receipt
and thereafter - :
only if Subsidized housing program approval
questionable) [\veatherization program approval
Reminder: Signed statement from a shelter or individual
Do not require | providing temporary residence
res?o_len(_:y Pay check stub including name, address, El
verification for fe mp | oy er 6 s n a ghphone auhder e s
homeless or . - - - -
migrant Wi sconsin Driveros Licel]lD
assistance {yyisconsin ID card
groups newly
arrived to the | Wisconsin Motor Vehicle registration Vi

area.

School registration record

WLCM or SCHL,
as appropriate
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Any other reliable document that verifies WMSC, or as
Wisconsin residency appropriate
U.S. Certified copy of Birth Certificate (must be marked JID
Citizenship JaFor Administrative Use
(verify Baptismal Certificate if place of birth is shown
citizenship
only once) Hospital Birth Record
Native American ID Card or other tribal
membership documentation issued by a Federally
recognized tribe
Certificate of Naturalization (should be marked
AFor Administrative Use
Certificate of Citizens
Admini strative Useo0)
Data exchange from the Social Security Not applicable
Administration for certain applicants as described
in Operations Memo 10-75
*CARES birth query (Wisconsin Births only)
SC (SSI-MA or Medicare Recipient) or MB
(Medicaid Birth Claim) when entered by the IM
Worker
Qualifying Please see W-2 Manual Chapter 2.4.1.1 ID
Non-Citizen
Status
Marital Certified copy of Marriage Certificate (must be LEGAL
Status mar ked fAFor Administrat
(verify only if 1 3,dgment of Divorce
questionable)
Custody of Court order LEGAL
Children

(verify only if
guestionable)

** KIDS child support disbursement query

Not applicable



http://www.dcf.wisconsin.gov/files/w2/ops-memos/pdf/10-75.pdf

Social

**Data Exchange verifying verbal statement of

Not applicable

Security individual's SSN
Number
(SSN) Note: This is the preferred form of verification for
(verify only SSN. If the data exchange returns a "V-Verified"
once) from the SSA, there is no need to scan paper
verification into ECF.
The following documents may be used as SSN
verification if the data exchange is unavailable or
results in a discrepancy and must be scanned into
ECF:
Social Security Card
Pay stub displaying the Social Security number
W-2 Tax Form displaying the Social Security
number
Other reliable documents displaying both the
name and SSN
SSN Form SS-5, Application for Social Security number J SSN
Application . licati
Date (verify SSA Document (e.g. receipt for SSN Application)
only if

individual does
not have SSN)

Other Written Statement or Agency Form stating
that the individual has applied for an SSN

For newborns only: Hospital discharge letter
(must specifically reference the application for a
SSN)

For exempt qualified non-citizens: See 2.7.1
and Ops Memo 16-14

INot applicable

Earned
Income

Dated check stubs for the past 30 days

Letter from employer stating pay frequency, rate
per hour, and average hours per pay period.

Income tax return for the previous tax year

El

Self-employment business tax records

Self-employment Income Report (DWSP-2131)

SEI

Any other document that verifies earned income

SEl or El as
appropriate



https://dcf.wisconsin.gov/files/w2/ops-memos/pdf/16-14.pdf
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*CARES data exchange

Not applicable

Unearned Social Security Award Letter Ul
Income .
Unemployment Compensation Award Letter
Divorce paperwork identifying a financial
settlement
Documentation of Court Awarded compensation
Compensation Award Letter
Veterands Administratio
Any other document that verifies unearned income
** CARES data exchange Not applicable
Financial Current financial, bank, credit union, or loan BNK
Accounts* statement
(e.g.
Savings, *Note: Do not verify closed accounts or cards
Checking,
Prepaid
Debit Cards,
etc.)
Insurance Life insurance policy alLIP
Policies statement on the policy
Trust Funds [ Trust agreement AST
Court order
Other Statement from stockbroker AST
Savings or
Investments Tcony of bonds SB
Certificates of
Deposit,
Retirement Current bank, credit union or savings and loan BNK
Accounts
. : statement
(including IRA
and KEOGH
accounts),

Stocks or




Bonds

Real Estate ]|Deeds or titles AST
Real estate receipts or tax records
Statement of current value from local business
Vehicles Car title or registration Vi
Cars, trucks, , ¢ deal
boats, Written statement from car dealer
campers, Loan papers or sales receipt
snowmobiles,
and other State Division of Motor Vehicle statement
motorized
vehicles
Pregnancy Medical statement from a doctor or other qualified |See 4.4.6
medical provider
(not allowed for At Risk Pregnancy).
At Risk Pregnancy (ARP) Medical
Information/Verification form (4070) or a letter from
a physician on the phys
contains all the information listed in 7.4.6.2.
School Report Card WLCM for
Enrollment hool hool district* Learnfare
Status Statement from school or school district
Required for | apy other document that verifies school enroliment |SCHL - for
children status* Dependant 18
subject to . _ o Year Olds
Learnfare Note_. Verification for Depende_nt 18 Year Olds
(See 16.2.3) must include expected graduation date.
and for a
Dependent 18
Year Old)

** Do not scan these items. Verification for these items is available via CARES queries

and data exchanges.

Page Last Updated: 01/30/17
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4.1.3 Requesting Verification from W-2 Participants

Whenever possible, the FEP should attempt to verify eligibility information via CARES,
data exchange and ECF. If that is not possible, the applicant or participant is
responsible for obtaining verification of information that is necessary and appropriate in
order for the W-2 agency to make a correct eligibility decision. The applicant or
participant has seven working days from the date the verification request is made to
provide the needed verification. W-2 agencies must inform the applicant or participant in
writing of the verification items required, including due date.

If extenuating circumstances exist that make the verification requirements unduly
burdensome or the verification submitted by the individual is questionable or
contradictory, the W-2 agency may extend the verification due date. For applicants, the
verification due date may be extended up to 30 days from the date the agency receives
a signed Application Registration form. (See 1.4.2 and 1.4.4) For participants, the
verification due date may be extended up to 30 days from the date of the initial request
for verification.

If the individual has made a reasonable effort and cannot obtain required verification,
does not have the power to produce verification, or requires assistance to do so, the W-
2 agency must assist the individual. If the agency is unable to assist, the FEP must not
deny an application or close a case based on the information that could not be obtained.
The agency must use the available information to process the case and then reassess
the case when the agency receives the requested information.

W-2 agencies have seven working days from the date they receive it to process
verification.

If the applicant or participant is able to produce the information, but refuses or fails to do
so, he or she is not eligible and the W-2 agency must deny the application or close the
case.

Agencies must refer questionable verification or reporting supplied by applicants or
participants for fraud investigation. (See 13.3.1)

This page last updated in Release # 13-03
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4.1.4 Frequency of Verification

There are a number of items that must only be verified once per lifetime, such as:

Identity;

Social Security Number;
Birth Date; and
Citizenship.

=A =4 =4 =4

To assure that these items are only verified once, the FEP must scan copies of the
documents used to verify these items into the ECF in the appropriate folder based upon
the document type. When an applicant approaches an agency for services and if these
items are known to CWW, the worker will need only to view these documents in the
ECF and enter case comments documenting that these items were viewed in the ECF
and previously known to CWW.

Other eligibility criteria should be reviewed at every eligibility review and when new
information is reported or received through a data exchange. (See 4.1.5)
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4.1.5 Using Data Exchanges to Verify Eligibility

4.1.5.1 Income and Eligibility Verification System Data Exchanges
4.1.5.1.1 Unemployment Insurance Benefits Data Exchange Process
4.1.5.1.2 State Wage Income Collection Agency Process
4.1.5.1.3 State Online Query Internet Process

4.1.5.2 Discrepancies and Alerts

4.1.5.3 Data Exchange Monitoring Reports

CWW exchanges data with federal and state databases as well as databases
maintained by private agencies in order to verify information provided by applicants and
participants. This CWW process is called data exchange, or DX, because it is a two-way
flow of information in which a request is sent to another state or federal agency and the
requested information is returned to CWW. Information exchanged through CWW DX
includes:

Unemployment insurance benefits;
Earned income through wages;
SSNs;

SSI payments;

Other SS income;

Incarceration status; (See 11.5.1.1) and
Citizenship or Qualified Non-Citizen Status. (See 2.4.1.1).

=A =/ =4 =4 -4 A -

4.1.5.1 Income and Eligibility Verification System Data Exchanges

IEVS is a system that collects and exchanges income and resource data electronically
between CWW and state and federal agencies.

The following are included in the IEVS data exchanges:

1 Unemployment insurance benefits;
1 Earned income through wages;

1 SSNs;

1 SSI payments; and



1 Other SS income.

Discrepancies identified through the IEVS-related data exchanges must be reviewed by
W-2 agency staff. (See 4.1.5.2)

4.1.5.1.1 Unemployment Insurance Benefits Data Exchange Process

Under the UIB data exchange process, UIB DX automatically enters Ul information
received from state Ul databases during intake, review, person add, and program add
driver flows. The UIB DX requests Ul information for all W-2 Group members over age
14 as long as there is a valid SSN (Verification Code V, C, or W) on the CWW
Household Members page. If the DX returns Ul income information, CWW automatically
updates the Unearned Income Gatepost and the Unearned Income pages.

CWW also completes the UIB DX via a monthly batch process on the 2nd Saturday of
the month and will automatically update the Ul income for individuals who have had
changes in their Ul benefits. The monthly process also automatically end-dates Ul
benefits if no Ul extension has been granted. Whenever Ul income is updated via the
monthly batch process, CWW enters a system-generated case comment.

There are limited situations in which CWW cannot automatically update the Ul income
information. In these situations, a discrepancy occurs. The FEP must resolve the
discrepancy before running eligibility and confirming W-2. (See 4.1.5.2)

4.1.5.1.2 State Wage Income Collection Agency Process

The quarterly SWICA DX compares wage and income information provided by
Wisconsin employers with information entered on the CWW Earned Income page. A
discrepancy occurs if the monthly SWICA income plus other income budgeted for that
month exceeds 115% of FPL for two consecutive months in a quarter. The FEP must
update the earned income information on the Employment Queries page necessary to
complete case processing before running eligibility and confirming W-2. (See 4.1.5.2)

Because SWICA matches may not happen until participants have been open for several
months, FEPs should use the CWW Employment Queries page when processing
intakes, reviews, program adds, and person adds to determine if applicants and
participants are correctly reporting income and employment.



4.1.5.1.3 State Online Query Internet Process

The SOLQ-I DX is a web service that is initiated during intake, review, person add, and

program add driver flows from the CWW General Case Information page. The SOLQ-I

DX requests SSN, SS income, and SSI income information from the Social Security

Administration. The SOLQ-I requests information for all W-2 Group members who have

a valid SSN (Verification Code V, C, or W) on the CWW Household Members page. If

an individual 6s SSN is verified and Social Se
automatically updates the information on the CWW pages before the FEP gets to the

page in the driver flow, unless there is a discrepancy.

Similar to the UIB data exchange process, if the SOLQ-I data exchange cannot update
the SSN, Social Security, or SSI information, a discrepancy occurs. The FEP must
resolve the discrepancy before running eligibility and confirming W-2. (See 4.1.5.2) If
there is a discrepancy, the Benefits Received page displays a message notifying the
FEP that SOLQ-I was either successful or unavailable.

4.1.5.2 Discrepancies and Alerts

Federal law requires FEPs to follow-up on all IEVS DX discrepancies identified during
the DX process. FEPs must take action on IEVS DX discrepancies within 45 days for 80
percent of all discrepancies, including taking action to correct the case. The remaining
20 percent may exceed 45 days only if Third Party Verification is outstanding. The FEP
must take action on the remaining 20 percent no later than 90 days after the
discrepancy was identified.

FEPs must take the following steps to process DX matches and follow-up on
discrepancies:

1. Identify discrepancies. Once a discrepancy is set on a case, it displays in
the information bar at the top of the page in CWW (next to Action Items and
Documents).

The primary worker on the case will also see the discrepancy under the My
Taskssecti on of CARES Warker \Web Hénse page. Because in
mixed cases, CWW considers IM workers the primary workers and FEPs
secondary workers, FEPs cannot see their discrepancies on their CARES
Worker Web Home pages. CWW notifies secondary workers of
discrepancies by sending an alert. FEPs can then see their discrepancies by:

a. Checking the Discrepancies |list on the
page;

b. Searching for discrepancies using the Caseload Management Search
Criteria page; or



C. Using existing Webl reports to identify discrepancies.

Review the information returned via the DX and compare it to
information entered in CWW.

Contact the participant or a third party source to resolve the
discrepancy and request verification, if necessary. The FEP must use the
best available information to complete the data exchange process. The

discrepancy mustbe resol ved through the FEPOS

match date, unless third party collateral evidence is outstanding.

Update the appropriate CWW pages with the new information received.
If the income was from employment, the FEP must also review and update
CARES Work Program screens WPEH and WPEL. The FEP may also need
toreceval uat e t he-2placehient baded anlnéndy verified
employment information.

Run eligibility and confirm W-2 benefits. If possible, FEPs must resolve
discrepancies before running eligibility and confirming benefits. Re-running
eligibility may result in a case closure. If this is the case, the FEP must also
determine if an overpayment occurred and, if it has, calculate the amount and
establish a benefit recovery claim.

Update the status of the discrepancy. If the FEP is the secondary worker,
the FEP must provide a written update to the discrepancy in case-level case
comments. If the FEP is the primary worker, the primary worker updates the
status of the discrepancy by choosing one of the drop-down options.

Important Note: The secondary worker must not update the status of the
discrepancy. If the secondary worker updates the status of the discrepancy, CWW
will remove itfromthe i nf or mati on bar and from t
discrepancy count total. If this occurs, the primary worker may not ever know that
the discrepancy existed. However, if the primary worker updates the status of the
discrepancy before the secondary worker has an opportunity to follow-up on it, the
alert will remain for the secondary worker as a reminder. For that reason, in cases
with both a primary and a secondary worker, the secondary worker must provide
updates to discrepancies in case-level case comments.

The FEP should not verify information that has already been verified (See 4.1.2).

Information such as identity, SSN, birth date, or citizenship, must be verified only once

per lifetime. (See 4.1.4). However, the FEP must verify employment and income at
every eligibility review and when DX reports new information that changes frequently,
such as earned and unearned income.

he
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For more information on Data Exchange and IEVS, see Process Help 44 Data
Exchange.

4.1.5.3 Data Exchange Monitoring Reports

In addition to the Caseload Management Search Criteria page, FEPs can access the
DX reports in Webl to view listings of all individuals who have outstanding data match
discrepancies, and to monitor their progress in meeting the 45 and 90-day IEVS
requirements for completing discrepancy reviews.

The following reports are in the Data Exchange folder in Webl Employment Programs,
Report Monitoring subfolder.

DX Reports 1 and 2

Data exchange Report 1 provides a county summary. Report 2 provides a detailed
report by county of all matches with incomplete dispositions/discrepancies due for 45
days or more.

DX Reports 3 and 4

Data exchange Report 3 provides a county summary. Report 4 provides a detailed
report by county of the overdue dispositions/discrepancies completed during a specific
month.

DX Reports 5 and 6

Data exchange Report 5 provides a W-2 agency summary. Report 6 provides a detailed
report by agency of all matches that are due within 45 days and incomplete
dispositions/discrepancies.

DX Report 7
Data exchange Report 7 provides a Worker ID summary and gives W-2 agency staff
another tool to use to manage their dispositions/discrepancies.

DX Report 8
Data exchange Report 8 provides a statewide summary.
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4.2 Requesting and Protecting W-2 Participant Information

4.2.1 Requesting Information from Third Party
Sources

4.2.1.1 Requesting Confidential Information

While an applicant or participant has primary responsibility for obtaining verification, a
W-2 agency has statutory authority [s. 49.143(5)] to request information from any
person it deems appropriate and necessary for the administration of W-2. By signing
the Wisconsin Works (W-2) and Related Programs Application (2471) form, the
individual is acknowledging that the agency may request information from a third party
unless the information is considered confidential.

Cooperation of the third party i s expected wi
The W-2 agency may extend the 7 working day time limit if it is unduly burdensome.
The statute does not provide for compensation for the third party.

Applicants and participants must not be penalized when a third party fails to cooperate
with a verification request. The FEP must not delay eligibility determination while
waiting for information from a third party. Instead, the FEP must use the best available
information, including consulting with appropriate agencies at the time of application.
Eligibility must be reassessed when information from third party sources is received.

During the application process, the FEP may refer the applicant for screenings or
assessments, some of which require information from a third party source. However,
referrals for screenings and assessments are not eligibility requirements and are
therefore not subject to verification time lines discussed here. (See 5.1.1)

4.2.1.1 Requesting Confidential Information

When requesting confidential information, the FEP must use the Authorization for
Disclosure of Confidential Information form (10779). This form meets federal and state
requirements for the confidential release of information from treatment providers,
including AODA treatment, mental health treatment, domestic violence counseling,
HIV/AIDS, and medical conditions.
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4.2.2 Protecting W-2 Participant Information

4.2.2.1 Protecting Confidential Information about W-2 Participants

Information concerning W-2 applicants and participants generally must not be disclosed
for any reason except when it is necessary for the administration of the W-2 program or,
under certain circumstances, unless requested by law enforcement officers. (See 4.2.3)
If the information requested is not directly related to program administration, it must not
be provided.

4.2.2.1 Protecting Confidential Information about W-2 Participants

Due to the nature of the barriers W-2 participants have, it is often necessary to obtain
highly sensitive, confidential information regarding these barriers.

Information related to the following barriers is considered confidential for purposes of
the W-2 program:

AODA treatment

Mental health treatment

Domestic violence counseling

HIV/AIDS

Medical conditions

a s ke

Information related to these barriers may include but is not limited to:

Details of Assessments
Medical Test Results
Treatment Notes

w0 DnPF

Medical Diagnosis
See 4.4.6 for information on storing confidential information about W-2 participants.

The laws governing protection of confidential information are stricter than general
information about the W-2 participant. In general, the laws narrowly restrict the

di sclosure and wuse of this i nf oAnmdwviduabon
program in possession of such information (for example, a federally-assisted substance

t

(0]

a

5t



abuse program) may not release it except as authorized by the individual. Anyone who
receives such information from a substance abuse program (for example, a W-2
agency) may not again disclose it withou
information unless confidentiality can be maintained.

W-2 agencies may disclose this information in the following circumstances without a
release of information:

To other staff within the W-2 agency who have a bona fide need to know;
To another W-2 agency if the individual changes agencies (see 4.6.3); and

To staff from the DCF, which has direct administrative control over the W-2
program.

Example 1: Juanita is a W-2 T participant. Based on the results of her BST, her FEP
referred her to a mental health specialist for a formal mental health assessment.
Based on the results of the assessment and a diagnosis of depression and situational
anxiety disorder, the FEP assigned Juanita to weekly mental health counseling
appointments and limited hours at a work experience site. After six months, Juanita
was ready to begin employmentsearch. Juani tads FEP shared
readiness wor kshop f aci | didgrosisandthe nexassaty a 6
accommodations she would need to successfully participate in the job readiness
workshop. The sharing of this information was based on the workshop facilitators
Aibona fide need to knowo bec atosweuldibe abletot
direct Juanita towards employment that would not cause anxiety as well as provide the

t t he

accommodations Juanita needs in order to maintain employment.

Example 2: Roberta is a new W-2 T participant who has transferred from another W-2
agency from another part of the state. Roberta has been diagnosed with post

traumatic stress disorder due to abuse she suffered earlier in her life. Roberta confided
this in her FEP and shared some counseling records that she had been given by her
formerdoctor. When Robert abs -WoEerlaeranvhe dag,rshe asked for
some advice on finding Roberta a new doctor and shared with her the details of
Robertaddqepashtari ng of Robert ads -warske rwsa

fideneedtoknowo because the FEP could have ke

seeking advice on referring Roberta to a local mental health professional.
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4.2.3 Releasing Information to Law Enforcement

If a law enforcement officer believes, on reasonable grounds, that a warrant has been
issued and is outstanding for the arrest of a W-2 participant, the W-2 worker, at the
request of the law enforcement office, may notify a law enforcement officer when the
participant appears to obtain his or her W-2 payment.

A W-2 agency may release the current address of W-2 participants to a law
enforcement officer who meets all of the following conditions:

1.  The officer provides, in writing the name of the recipient; and
2. The officer demonstrates, in writing the following:
a. The recipient
1) Is a fugitive felon under 42 U.S.C. s. 608(a)(9);

2) Is violating probation or parole imposed under state or federal law;
or

3) Has information that is necessary for the officer to conduct his or
her official duties;

b.  That the location or apprehension of the participant is within the official
duties of the officer; and

c.  The officer is making the request in the proper exercise of his or her
duties.

W-2 agencies are not required to report an applicant or participant to police simply
because it knows that the person has an outstanding warrant. If there is any concern
that an applicant or participant may cause harm to him or herself or others, whether
there is a warrant involved, the agency should take the initiative to contact the police.
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4.3 Documenting W-2 Participant Information

4.3.1 Record of Verification

W-2el i gibility information requiring verificat
Afdocumented. O

T Validation means placing original items of verification evidence (or a copy
thereof) in the case file.

Validation may be done by:

Making a photocopy of an original document and then scanning it into ECF,;
Using an IEVS match report;
Using a query response from SAVE; or

r w0 bdPE

Using a CARES birth query result.

Photocopies of verification items should be marked with the date the document
was obtained along with the initials of the staff person who obtained the document
and scanned into ECF. (See 4.4.2) If the validation occurred through a CARES
DX (2 through 4 above), the verification code will automatically populate in
CARES. When validating eligibility information, the worker is not required to enter
case comments documenting how the eligibility criteria were verified.

1 Documentation for the purposes of verifying W-2 eligibility information means
describing the relevant verification evidence in a case note that is either entered
as a case comment in CARES or a case note scanned into ECF based on a
conversation with the individual or an observation, inspection, conversation, or
collateral contacts by the W-2 worker.

The worker must enter comments as a formal record of case action or program-
related information for an individual within 24 hours after the action or contact with
a participant. Such timely entering of case comments ensures a sequential history.
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4.3.2 Marking VitalRecor ds, nAdministrat

Onl yo

Vital records are maintained by the Wisconsin Department of Health Services and are
official records of births, deaths, marriages, and divorces. These documents are
referred to as Birth Certificates, Death Certificates, Marriage Certificates, and Divorce
and Annulment Certificates and any data related to the above documents, e.g., printed
birth query information from CARES.

A certified birth certificate has a registrar's raised, embossed, impressed or multicolored
seal,regi strar6s signature, and the date the
which must be within 1 year of the stated birth.

Prior to scanning these documents, the FEP must photocopy the original document,
stamp it with AAdmiandtt e nBCECc@Igmis BuUstingt beo
scanned into ECF, but must be returned to the W-2 applicant. Following this process will
ensure that W-2 agencies are in compliance with Wis. Stat. s 69.30 (2) which requires
that vital records be marked, i Ad mi ni strative Use Only. o0

Although Certificates of Naturalization and Certificates of Citizenship are not considered
vital records, W-2 agencies must also use the vital records process for these
documents.
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4.3.3 Case Comments

Case Comments for W-2 must be entered by workers using CARES and CARES
Worker Web (CWW). Workers must record comments within 24 hours after the action or
contact with a participant to ensure a sequential history. When a FEP makes a change
to a W-2 case that leaves eligibility unconfirmed for other programs, the FEP must notify
the Income Maintenance (IM)/Child Care (CC) worker to confirm eligibility for the other
programs. In addition to case comments, whenever the FEP or IM/CC worker makes a
change in a case, the worker must also notify the other worker via e-mail, fax, or phone
contact to ensure timely processing of the W-2, CC, and IM cases.

There are two types of Case Comment entries:

The first type, Case level comments, are primarily entered into CWW but may also be
entered into the mainframe. To enter Case level comments on the mainframe, use
TRAN code <CMCC>, and put the following in the PARMS field: A/Case Number. Case
level comments should be entered when the interaction is describing a case level event
that impacts eligibility issues, such as case reviews, verification, adding or deleting
household members, etc.

The second type is PIN level comments. PIN level comments are entered on the
mainframe. To enter PIN level comments on the mainframe, use TRAN code <CMCC>,
and put the following in the PARMS field: A/PIN for the individual. PIN level comments
should be entered when the interaction is describing an individual level event, such as
good cause, informal assessment summary, general notes recording individual contact
as it relates to work program participation, etc. PIN level Case Comments are required
as a formal record of all case action or program-related information for an individual.

See 4.4.6 for policy on recording confidential individual case information in Case
Comments.

See 4.2.2.1 for a listing of confidential information that must never be entered in Case
Comments. All highly confidential information needs to be stored in a paper file, in a
secure location.
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4.4 Storing W-2 Participant Information

4.4.1 Electronic Case File (ECF)

As a means of providing for consistent retention of and access to case file materials, an
ECF system was created. This paperless case file system uses document imaging
(scanning) to store case file materials in an electronic format. To ensure the
effectiveness of ECF in maintaining comprehensive documentation, it is important that
W-2 agencies understand and follow program policy with respect to the maintenance of
case file information.

One area of particular importance is the maintenance of information used to verify
participant program eligibility.
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4.4.2 Scanning Requirements

The following scanning guidelines must be followed by all W-2 agencies:

1.

All ongoing case scanning must be completed within 30 calendar days of the
reported/required case action having been performed in CARES or within 30
calendar days of being received in the W-2 agency. It includes the scanning
of documents turned in at intake, review and those dropped off or mailed into
the agency. The exception is confidential documents. For storing confidential
information, see 4.4.6.

Case Review Monitoring: Files requested for review by the DCF must be
scanned into the ECF, in their entirety, within 10 working days of receiving the
request. This may include cases requested for monitoring purposes, ad hoc
gueries or any other monitoring purpose.

Transfer Cases: When transferring a case, agencies must scan all relevant
material prior to transferring the case. The exception is confidential
information which must be mailed to the new agency. (See 4.6.3)

If an agency is unable to meet these requirements, agency staff must notify the
appropriate DCF regional staff.
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4.4.3 Record Retention Requirements

W-2 agencies must retain W-2, JAL, and EA case-related paper documents for three
years after a case closes if the agency has not scanned the documents into the ECF.
This three-year retention requirement also applies to audio tapes of Fact Finding
Reviews. The only documents that agencies should not scan into the ECF are those
that contain sensitive and confidential information (W-2 Manual 4.2.2.1 and 4.4.6). After
the case has been closed for three years, the W-2 agency can destroy the paper
documents and audio tapes.

W-2 agencies must retain paper documents for longer than three years if any litigation,

claim, or audit involving the case is unresolved. In these situations, the W-2 agency

must not destroy the documents until three years from the date the issue was resolved.

The t etringsatidilon, 0 fAcl aim, 0 and Aaudito include
Departmental Reviews, Intentional Program Violation claims, federal or state audits,

Legislative Audit Bureau audits, etc.

W-2 agencies are required to scan paper documents into ECF that do not contain
sensitive and confidential information within 30 days after receipt. Agencies may destroy
paper documents that they have scanned and stored in the ECF at any time. It is
recommended that agencies retain paper documents that it has scanned into ECF for at
least a week in the event they discover scanner operator error. This includes copies of
birth certificates, Social Security cards, marriage certificates, etc. Agencies must return
original documents to the owner. (See 4.4)

The DHS will purge documents scanned into ECF. DHS will not purge documents until
at least the minimum document retention time period of three years has lapsed and then
DHS will purge documents based on storage space, case closure dates, and other
considerations.

This page last updated in Release # 13-02
Release Date: 05/15/13
Effective Date: 05/15/13



4.4.4 Access to ECF by an Authorized Representative
of the Applicant/Participant

An applicant or participant and representative may request to view and copy any

records pertaining to the applicantdos or part
stored in ECF. Due to the nature of ECF, at no time may a third party be given

unsupervised accesstoECF. | f a representative requests r eV
the W-2 agency must:

1. Have an agency representative sit with the representative to review the case
file documentation in ECF; or

2. Print out the appropriate documentation for the representative.

The agency may charge for this service. (See 12.2.7)
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4.4.5 Scanning Consistency within an Agency

There will always be a level of subjectivity when deciding upon where in ECF to store a

document. In order to minimize the subjectivity within a W-2 agency, agencies should

develop written, internal guidelines on document storage. Because the documentation

matrix is available in spreadsheet format via a link from the ECF Manual, one option

would be to download the spreadsheet and add
documents to it as a guide for all agency staff. A word of caution, however, if your

agency uses the documentation matrix, the matrix may change when a new ECF

Handbook version is released. Therefore, an agency would have to make sure that it

incorporated any new release changes into its agency specific documentation.

To further ensure consistency across agencies, all supporting documents for

applications must be stored in the appropriate category, if one exists. For example, for

Job Access Loan applications, positive or negative notices would go in Sub-folder Case

Information under Document Type NOD and rental agreements would go in Sub-folder

Expenses under Document Type SUE. When doing so, agencies should put a notation

atthe top of thedocument pri or to scanning reThswaldci ng @J
be true of any type of application that contained supporting documentation, such as EA.

If there is not an existing document type in which the document most appropriately

belongs, it would be considered a part of the application and should be included with the

application in Sub-folder Case Information under Document Type APP.
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4.4.6 Storing Confidential Information

The FEP must store all confidential information in a sealed envelope in the paper file.
W-2 agencies are prohibited from scanning confidential information into ECF.

W-2 agencies must cross-reference confidential information by only generally
referencing the information in CARES screen CMCC and providing further details in the
paper file. Below are examples of appropriate language that can be used when cross-
referencing this information:

1. AParticipant ddfar MentaldHeatth Assessmentr The

assessment will be completed the week of
2. AParticipant i sACDA treatmenttl0 hours peraveek.vSeen g

paper file for assessments and treat ment
3. AParticipant is currently restricted per

more than 30 minutes of continuous sitting or standing. Participant is

scheduled for surgery in two weeks. The doctor estimates a 12-week

recovery period. Updated ANDI and AIWP accordingly. Paper file contains

compl ete medical information and diagnosi

This page last updated in Release # 11-02
Release Date: 04/07/11
Effective Date: 04/07/11



4.5.0 "Reserved"

This is reserved for a future W-2 topic.
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4.6 Participant Relocation (previously titled Transferring a W-2 Case)

4.6.1 Relocation into or out of Milwaukee County or
Between Balance of State W-2 Agencies

4.6.1.1 Relocation withinaBOSW-2 Agencyds Boundari es

W-2 participants who relocate into Milwaukee from the BOS must reapply at the W-2
agency serving the address to which they have relocated.

W-2 participants who relocate out of Milwaukee into the BOS or between BOS W-2

agencies must reapply at the W-2 agency that serves the county into which the

individual has relocated. The individual may reapply at any of thatagencyd6 s of f i c e
locations. However, the agency must enroll the applicant in the W-2 Eligibility and Work
Program offices for the county in which the applicant now resides.

Any time a participant relocates and will be served by a new W-2 agency, the outgoing
W-2 agency must determine when to end-date the employment position according to
the needs of the participant, W-2 employer/work training provider, and agency.

If a participant in a CMF placement relocates into or out of Milwaukee or between BOS
W-2 agencies, the participant cannot be enrolled into the incoming agency, nor may the
participant remain in an open placement with the current W-2 agency. The CMF
placement may not transfer and must be closed at the originating agency when the
participant leaves the county. The FEP at the originating agency must close the CMF
placement and end the W-2 episode. If the individual loses the employment that led to
the CMF placement while enrolled in W-2, the individual may reapply for W-2 in the
county where the individual has relocated.

To end the employment position, the outgoing agency must end-date the placement on
the CWW W-2 Placements page so that CARES will generate the final payment for
activities completed during the last participation period. The outgoing agency must also
end all activities on CARES screen WPCH and disenroll the case from the CARES
Work Programs subsystem.

The incoming agency must treat the individual as an applicant. (See 1.4.4) When
deciding on services for the individual, the incoming agency should consider the
i ndi vi du a2egpsriente mduding prior placements.

For more information on CARES processing and functionality, including how to end W-2
eligibility and close the W-2 case, see Operations Memos 12-65 and 13-09.



http://dcf.wisconsin.gov/files/w2/ops-memos/pdf/12-65.pdf
http://dcf.wisconsin.gov/files/w2/ops-memos/pdf/13-09.pdf

4.6.1.1 Relocation within aBOS W-2 Agency6 s Boundari es

W-2 participants in the BOS who relocate to a different county but remain with the same

W-2 agency do not have to reapply. These participants may continue to receive

services at any of the agencyo6s ofréansferthe | ocat i
case to the W-2 Eligibility and WP offices for the county in which the participant now

resides. When the agency transfers the case to the incoming WP office, CARES

automatically end-dates open activities and reopens the same activities in the incoming

WP office.

For more information on CARES processing and functionality, see Operations Memos
12-65 and 13-09.
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4.6.2 Transfers Between W-2 Agencies in Milwaukee
County

For W-2 participants who relocate from one Milwaukee W-2 geographical area to
another, the outgoing W-2 agency must transfer the case to the incoming W-2 agency.

When a Milwaukee W-2 agency initiates a case transfer, it must use the Inter-Regional
W-2 Participant Transfer Notice form notifying participants to continue with assigned
activities until they have met with a FEP in the new geographical area. For more
detailed information on the Milwaukee transfer process, workers must refer to the 2013
Inter-Regional Transfer Procedure for Milwaukee W-2 Agencies.

In order to complete the transfer to the new W-2 agency, the outgoing agency must
transfer the case t o-2tElyibilityiamlé\Nd wificasy agencyos

The incomingW-2 agency must keep the particf2pant
placement and re-open assigned activities. The incoming W-2 agency must meet with

the participant within 10 working days from the date of transfer as reflected on CARES
screen WPTN. Once the FEP completes an informal assessment, he or she can make
changes to the W-2 placement and assigned activities as well as provide supportive
services or accommodations. The agency must document the assessment results in

case comments and on the appropriate CARES screens. For more information on
transferring assessment information, see W-2 Manual, 4.6.3.

For more information on CARES processing and functionality, see Operations Memos
12-65 and 13-09.
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4.6.3 Transferring Formal Assessments

When an individual applies for W-2, the applicant W-2 agency should check in CARES
to see if the individual received W-2 in the past. If the individual received W-2 in the
past, the applicant W-2 agency must check in CARES screen WPBD to see if any
formal assessments were completed at a prior W-2 agenc(ies). If so, the applicant W-2
agency must request the following information from a prior W-2 agency:

1. All copies of formal assessments and treatment notes from the past 12
calendar months; and

2.  Any copies of additional information and assessments greater than 1 year
that were used to determine how the participant was last served by the prior
W-2 agency.

The applicant W-2 agency must contact the prior W-2 agency and request formal
assessments and treatment notes from the priorW-2 A g e n c y 6 GseMarfagewu |
that is listed on CARES table TWCM.

The prior W-2 agency is required to send all copies of requested documentation to the
applicant W-2 agency so that it is received within 7 working days. All confidential
information must be sent by US mail or other delivery services with tracking or through a
courier. Copies of confidential documents cannot be scanned, faxed or emailed.

Any case that is transferred within Milwaukee or reapplies for W-2 in the balance of
state may only satisfy the formal assessment requirement for a W-2 T placement if the
formal assessment for the stated barrier/disability was completed in the 12 months prior
to the agency transfer or new application. If it was not within the 12 months prior, the
new W-2 agency will need to request that a new formal assessment be completed
within 30 days of making a new W-2 T placement. See 5.5.1.1.
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05 Assessment

5.1 Introduction

5.1 Introduction

Under W-2, assessment is the process of gathering the needed information to develop
an Employability Plan customized for the participant that will result in either a successful
employment outcome which starts the individual on a career path; or, if appropriate, a
path to eligibility for SSI and/or SSDI benefits.

Certain types of screening and assessment are required for all W-2 applicants and
participants, including:

1 Informal Assessment;
¢ Educational Needs Assessment; and
1 The offer to complete the BST.

The information gathered through these required processes will assist the FEP in
identifying whether additional Formal Assessments are needed to develop the
parti cBPpant 0s
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5.1.1 Assessment at Application

During the application process and prior to placing the individual in a W-2 placement,
the W-2 agency:

T Must work with the applicant to complete an informal assessment; (See 5.2)

T Must work with the applicant to complete an educational needs assessment;
(See 5.3)

T Must offer the BST; (See 5.4.1.1) and

T May require the applicant to participate in up-front job search activities as a
condition of eligibility. (See 2.9.2)

To make the initial W-2 placement and to the develop the EP, the FEP must use the
results of the informal assessment, results from the educational needs assessment, the
BST results if available, and the progress made during assignment to up-front job
search activities.

During the application process, the FEP may also refer the applicant for vocational
evaluation/assessment or formal assessment of employment barriers. (See 5.5.1)
However, completing referrals for vocational evaluations or formal assessments are not
eligibility requirements.

When an applicant needs extra time to gather verification for eligibility, the FEP can
extend the application time frame up to 30 days. Because career assessments,
additional vocational evaluations and formal assessments are not eligibility
requirements, the FEP must never delay eligibility determination and placement
because a formal assessment is pending. The placement decision must be made using
the best available information during the application timeframe. (See 1.4.4) The W-2
placement may be adjusted later, if needed, when the formal assessment information is
received.

To gather assessment results, W-2 agencies are encouraged to consult with other
employment and training resources, and accept previous assessments done by other
agencies if appropriate, including assessments completed in the past by other W-2
agencies.
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5.1.2 Assessment as Part of On-Going Case
Management

An informal assessment must be made prior to moving an individual to W-2 placement.
The following informal assessments are considered an on-going activity and are part of
general W-2 case management.

1 The educational needs assessment is part of the ongoing case management
process. Accordingly, the participant must be reassessed for education and
training needs anytime there is a change in W-2 placement. (See 5.3.1)

1 Career assessments should be used to identify work styles, skills, and interests
in order to develop EPs and assign meaningful activities that allow participants to
reach their goals.

0o Workstylesi Ref ers to the participantds patte
such as attendance, punctuality, appropriate appearance, ability to work
with others, obeying rules, following directions, and completing tasks.
Work style-f ocused career assessments can dem
attitudes and job readiness.

o Skilsi Ref er s t o t hskillspramdérstanding ef specdistasks
related to employment, like cooking or computer programming. Skills-
focused career assessments can include knowledge, aptitude, and ability.
Skills can relate to a particular occupation, as typically listed in a job
announcement to describe the tasks of a position.

0 Interestsi Ref ers to the participantés | i kes
and personalities using the theory that individuals with the same career
tend to have the same interests. Interest-focused career assessments
help participants identify work-related interests and find the types of
careers that match. The results can be used to help participants learn
which careers they are most likely to enjoy, including careers they may not
have had knowledge of.

Career assessments can be administered throughout ongoing case management
as participant 0s-readinessrhaythangeel s and wor k

1 In some circumstances the BST must also be offered to W-2 participants as part
of ongoing case management. (See 5.4.1.1)

The results of each assessment must be discussed with the participant and the

participant must be given the opportunity to provide input on his/her W-2 placement and

the activities that are assigned as part of the EP. Do not use educational needs

assessments in place of career assessments. Use educational needs assessments in

tandem with career assessments to identify th
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work readiness and skills. The results of both assessments complement each other and
inform the EP development and assignment of meaningful activities.
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5.2 Informal Assessment

5.2.1 Informal Assessment

The purpose of the informal assessment under \W-2 is to gather information about an
individual and his or her family to determine the:

il
f

=A =A =4 =4

Individual's ability to become employed and remain employed;

Services and activities necessary for the individual to become employed and
remain employed;

Appropriate placement of a participant;
Need for further career assessment and planning;
Need for vocational evaluation; and

Existence of potential disabilities or other specific limitations through screening
with a validated screening tool; and

Need for a formal assessment of any disabilities or other employment barriers by
a qualified assessing agency or individual.

Informal assessment is an ongoing case management practice which starts during the
W-2 application period and continues until the individual no longer receives W-2
services. Multiple approaches are generally used based on individual needs. The
CARES Work Program Assessment Driver Flow is required to be completed at initial W-
2 placement and must be redone at each placement change. Additional approaches to
conducting informal assessment may include:

=A =A =2 -4 =4

Paper and pencil tools designed by the W-2 agency;

Automated screening and assessment tools available within the W-2 agency;
Information gathered through face-to-face case management meetings;
Worksite performance evaluations;

Goal setting exercises/tools (e.g., where do you want to be in six months? Two
years?, etc.); and

Experience with following through on job search and other assigned activities.
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5.2.2 Informal Assessment Inventory

The following inventory must be covered as part of the informal assessment and
reviewed with each W-2 applicant/participant at application and as a part of ongoing
case management.

=A =/ =4 =4 4 -4 -4 -4 -4 -4 -4 -4 -4 -4 -4

Personal strengths, interests and goals;

Job skills (including transferable skills), prior education and training;
Employment history and recent job search efforts;

Results from career assessments that evaluate work styles, skills, and interests;
Emergency supportive service needs;

Current living situation, neighborhood environment and schools;

Household budgeting/money management strategies;

If recent move, from where and when;

Involvement in legal system that may impact ability to work;

Employment support (i.e. Work Connection and Retention Services);

Access to child care (including after-school);

Access to transportation, including current and valid driver® license;

Concerns related to personal and family health including mental health;
Educational experience, including any diagnosis related to learning disabilities;

Behavioral and other issues that a child in the W-2 Group may have that could
impact W-2 participation;

Service needs and accommodations related to domestic violence and sexual
assault;

Access to social supports (e.g., family members, church, friends);

Other needs or barriers identified by the participant that impedes his or her ability
to participate in W-2 activities or find and retain a job.

The FEP must gather information about applicants@participantsépersonal strengths,
work styles, interests, and skills that may help them in their search for employment or
that may be further developed through activities assigned in the EP. In addition, the
FEP must work with the applicant/participant to identify resources that will address any
unmet needs identified during the informal assessment process.

Informal assessment must also include observations by the worker about the
individual 6s ability to follow through

o

n

as

S
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When an applicant/participant is having difficulty completing assigned activities, this
may be an indication of underlying barriers to employment and should result in further
conversations with the individual about the appropriateness of the activities being
assigned and the need for additional supportive services.
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5.3 Educational Needs Assessment

5.3.1 Educational Needs Assessment

The W-2 agency is required to conduct an educational needs assessment with all new
W-2 applicants and before making a change in W-2 placement. The assessment must:

1. l denti fy the applicant/ parti ciAgemaes 6s curr
are encouraged to use a standardized educational assessment tool to
determine educational levels. Assessment tools such as TABE and WRAT are
already widely used by W-2 agencies for this purpose.

If a standardized assessment tool, such as TABE or WRAT has been
completed within the prior six months, the agency may use the results of that
assessment to determine the applicant's or participant's current educational
level. Itis not necessary to administer a new standardized educational
assessment to the individual.

2. Determine the applicant / parti ci pant 6s educadln on and
making this determination, the FEP must consider the following:

a. The information gathered on the applic
educational levels. The FEP must document this information on the
appropriate CARES screens (WPED, WPPE and WPAW) and in case
comments;

b. The level of education and training necessary to obtain full-time
employment in the local labor market. The Department of Workforce
Development maintains a website with Wisconsin labor market
information at
http://worknet.wisconsin.gov/worknet/default.aspx. From this website
you can link to many useful resources, such as:

T LMIT for Workforce Development Areas at
http://worknet.wisconsin.gov/worknet/worknetinfo.aspx?htm=
pub_cntyprofiles_map. This site covers the occupations in
demand for each region and county in the state.

1 The Occupational Information Network (O*NET ), at
http://online.onetcenter.org/. This site provides
comprehensive information on job requirements and worker
competencies for employment sectors and occupations.

C. The appl i cant fsgnal empioynen goalss b the FER
determines that the individual is eligible for W-2 and s/he needs or
would benefit from education or training activities, including a course of
study meeting the standards established for the granting of a declaration
of high school graduation, the education and training activities must be
included in EFhe individual 6s
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Example: Holly is found nonfinancially and financially eligible for W-2. She
has not completed high school and the educational needs assessment finds
her to be at a 10th grade reading and math comprehension level. An
aptitude assessment also shows that she is artistic and has good
mechanical skills. Holly tells the FEP she has had several brief job spells as
a short-order cook and her personal employment goal is to become a chef.
However, all of her past employment has resulted in job terminations due to
disputes with her supervisors. The FEP determines that Holly would be
appropriate for a CSJ. For the first week, Holly is assigned to 40 hours of
Job Readiness/Motivation training. After completing the first week, she is
assigned to 30 hours per week at a work experience site that combines food
preparation experience with culinary skills training, which is expected to last
about six weeks. In addition, Holly is assigned to eight hours per week of
tutoring to prepare her for her GED.

If the applicant or participant refuses to complete an educational needs
assessment, such as the TABE, and there is no other information available as to
t he i ndiunventanatiadndrsadicg comprehension level, the W-2 agency
may proceed to work with the individual as though there are no literacy barriers.

This page last updated in Release # 11-01
Release Date: 03/07/11
Effective Date: 03/07/11




5.4 Barrier Screening Tool

5.4.1 Barrier Screening Tool

5.4.1.1 When to Use the BST
5.4.1.2 How to Use the BST
5.4.1.3 Applicants/Participants with Limited English Proficiency

The W-2 BST is used to identify the potential presence or risk of a personal barrier to
normal functioning in an employment setting. The responses to the BST questions
provided by each applicant or participant will assist the FEP in determining if the
individual could benefit from a formal assessment by a professional. The formal
assessment results, in turn, will enable the FEP to make a more informed decision
aboutthei ndi v i d2wpladerest, thd activities s/he is assigned to and any special
services or work site accommodations that s/he may need.

The BST is voluntary and applicants/participants may decline part or all of the BST.

54.1.1 When to Use the BST

The BST must be offered to W-2 applicants who have not previously completed the
BST.

The BST must be offered prior to the initial W-2 placement. Completion of the BST is
not, however, a condition W-2 eligibility. Eligibility determination and placement must
not be delayed pending completion of the BST.

CARES functionality allows a worker to create a completed or declined BST record for
an applicant/participant any time after the CARES Work Programs Referral date is
captured. The ACEO/AIJR driver flow will allow workers to refer an individual to Work
Programs prior to confirming W-2 eligibility or placing the individual in an employment
position on CARES screen WPWW.

If a participant who is placed in W-2 T or CSJ has not been offered the BST prior to the
initial W-2 placement, the individual may not receive a payment reduction for failing to
participate in any assigned activity until the BST is either completed or declined. (See

9.5.7)

If the entire BST is initially declined the BST must be offered again at 6 month intervals
until such time as the participant completes the BST or is no longer in a W-2 placement.

An alert will be generated in CARES after 6 months has passed to remind the case
worker that the BST must be offered again.



Once an applicant or participant has completed the BST, there is no requirement to
offer the BST again, unless:

T The applicant reapplies for W-2 and his or her case has been closed for a
period of one year or more;

T The individual requests to have the BST readministered;

1 The FEP has reason to believe that readministering the BST may help identify
a barrier that is affecting the participa
training activities. Examples include, but are not limited to:

o Behavioral cues that may indicate the presence of a condition or
barrier;

o Alow TABE score;
o A pattern of non-participation without good cause;
o Changes in family circumstances.

1 The FEP is considering denying an initial 24-month or 60-month W-2 time
limit extension and the BST has not been completed or declined within 12
calendar months prior to the participantd
case. If the BST was not completed or declined within 12 calendar months
prior to the end of the time limit, the FEP cannot deny an extension until the
BST is offered to the participant using the BST Agreement form; or

1 At the time of application, the individual has either 60 months on his or her life
time clock or 24 months on one of the placement clocks. In these
circumstances, the FEP must offer the BST at application. (See 2.10.7)

Each time a participant is assigned to a different FEP, or transferred to a different W-2
agency, the new FEP must:

1 Review the most recent BST results; and

1 Review the CARES Work Program Assessment screens and any related case
comments to determine if a formal assessment has been completed with the
participant.

Completion of the BST does not replace the informal assessment process. The FEP
must continue to use the informal assessment process to assist in making decisions
about W-2 placement and assignment to W-2 activities.

When offering the BST, the W-2 agency must make the individual aware of child care
options that may be used while completing the BST. If requested, the W-2 agency must
assist with making the child care arrangements before completing the screening.



5.4.1.2 How to Use the BST

Agencies have the discretion to determine who in their agency will administer the BST.
Some agencies may assign each FEP to screen his/her own applicants/participants.
Other agencies may choose to have one staff person or contracted provider who
specializes in this function. All individuals designated to administer the BST must have
FEP training (or have equivalent training as determined by the BWF Partner Training
Section) and participate in the BST training.

The designated screener must use the W-2 Barrier Screening Tool Agreement (form
13578) to help explain to the applicant/participant the purpose of the screening and the
type of follow-up services that may result from completing it. It is critical that the worker
explain the BST using positive language that reinforces how the applicant/participant
may benefit from completing the screening.

The applicant/participant has the choice to complete or decline the BST. If the
individual chooses to complete the BST, s/he still has the option to decline any
guestions that s/he is not comfortable answering.

Applicants/participants must indicate at the bottom of the W-2 Barrier Screening Tool
Agreement their decision to complete the screening process or decline to be screened.
The applicant/participant may decline to be screened without risk of sanction or case
closure. If the applicant/participant declines to complete the screening, the screener

must document this information using the automated screening tool.

There are four sections to the BST:

1. Domestic Abuse Screen: This section of the screening helps the FEP and
applicant/participant determine if a referral for a domestic abuse assessment and
services are needed. The Domestic Abuse Screen must be completed with all
new applicants/participants who agree to complete the BST.

If an applicant/participant voluntarily discloses that (s)he is or has been a victim
of domestic abuse or is at further risk of domestic abuse, s/he is not required to
be screened. An applicant/participant must never be asked to complete the
Domestic Abuse Screen while his or her partner is present.

2. Functional Screen: This section screens applicants/participants for their ability to
function in a work setting, work training and daily living activities. The Functional
Screen must be completed with all new applicants/participants who agree to
complete the BST. Specific instructions are provided in the screening tool to help
the FEP determine if a formal assessment is needed and whether an
applicant/participant must complete Screen 2.

3. Screen 2: This section screens applicants/participants to determine if they are at-
risk for barriers that often go unidentified, including mental health issues, learning
needs, post-traumatic stress disorder, traumatic brain injury, and alcohol or other
drug abuse.
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Completion of Screen 2 is only required when the Functional Screen indicates it
is necessary. Specific instructions are provided in Screen 2 to help determine if
a referral for formal assessment is needed.

4. Family Needs Screen: The Family Needs questions assist the worker with
gathering information about special needs of other family members in the
household that may affect W-2 activities and the participation schedule the
participant is assigned to. The information gathered may also lead to referral for
services by other community providers as determined by the worker. Unlike the
other sections of the BST, there are no instructions provided for the Family
Needs Screen on follow-up actions steps. Upon completing the Family Needs
Screen, the FEP and the applicant/participant must discuss the results and
determineifanyfollow-up acti on steps or changes to th
needed.

The Family Needs Screen contains:

1 Five mandatory questions, called Section I; and
T Two sets of follow-up questions (one for children and one for adults with special
needs) called Section Il, which are optional for the worker to ask the
applicant/participant. The questions in Section Il, gather more in-depth
information about special needs such as medical, daily living, and child care
needs. Workers should base whether or not to ask the Section Il questions on
the level of need uncovered in Section I. If the needs identified could have an
affectonthe W-2 appl i cantbdss /woarrkt iacnidp atnrtai ni ng assi
participation schedule, then the Section Il questions should be asked.

It is not necessary to administer all required BST screens during one meeting. The

designated screener has the discretion to schedule multiple meetings to complete the

required BST screenings. This is particularly important if the applicant/participant is

uncomfortable or is having difficulty answering the questions. The designated screener

must determine whether it is appropriate to administer the BST when an

applicantés/ participamt @G pdhiclachrt&rs a&r & gprbedart
determination must not be delayed pending completion of the BST.

5.4.1.3 Applicants/Participants with Limited English Proficiency

Agencies must make applicants/participants aware of the availability of qualified
interpreters to assist in completing the BST for individuals who cannot speak, read,
write, or understand the English language at a level that permits them to interact
effectively with program service providers.

Spanish and Hmong translation of the BST are available in a paper version online at
http://dcf.wisconsin.gov/w2/partners/bst. In some parts of these translated tools, the
guestions were modified from the English version to be culturally relevant. Therefore, it
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is critical that when an interpreter or a bilingual FEP is administering the tool to a
Hmong or Spanish speaking participant, s/he is reading the questions word-for-word
from the translated tool.
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5.5 Formal Assessment

5.5.1 Formal Assessment

5.5.1.1 When to Use a Formal Assessment
5.5.1.2 How to Use a Formal Assessment

A formal assessment is the process of establishing:

1 The extent and severity of any disabilities or other conditions (e.g., domestic
violence, learning needs, need to care for disabled child) that may interfere with
normal functioning in an employmentW-settin
2 program requirements;

1 The effect of a disability or other potential barrieron t he per sonédés capac
obtain and maintain unsubsidized employment, participate in employment-related
activities (e.g., work training activities or education) or otherwise meet W-2
program requirements;

1 The need for supportive services, accommodations, auxiliary aids or
communication assistance;

1 The conditions under which the person is capable of employment or employment
related activities;

T The need to make reasonable modifications to policies, practices and procedures
when necessary to ensure equal opportunity for people with disabilities; and

1 The appropriateness of specific assignments in the W-2 program.

The formal assessment process may include gathering information about the participant
from one or more qualified assessment agencies or individuals.

5.5.1.1 When to Use a Formal Assessment

A FEP can determine the need for a formal assessment at any point; however, a formal
assessment must be offered within thirty (30) calendar days of any of the following
situations:

1. When an applicant or participant presents medical or other information, including
t he applicantdés or participantdés own state
a disability or other barrier to participation in the W-2 program or employment;

2. When a participant is placed in a W-2 T position. Participants placed in W-2 T
must have a formal assessment scheduled and documented in CARES within 30
calendar days of placement into W-2 T;
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3. When W-2 agency staff or contractors observe behavior that indicates the need
for a formal assessment; or

4. When the results of informal assessment and/or the BST indicate a need for
further evaluation for identification of a disability or other barrier to participation in
the W-2 program or employment. The formal assessment must be scheduled and
documented in CARES within 30 calendar days after the BST is completed.

Note: A participant who is initially placed in W-2 may already have a formal
assessment scheduled or completed at the time the BST is administered. In these
circumstances, the BST results are still important as they may help the FEP and
the assessing agency determine if other unknown conditions exist that are causing
barriers to employment or W-2 participation.

When a participant is referred for a formal assessment based on the results of the
BST, those results must be shared with the assessing agency if the participant
agrees to sign a release of information.

Consider a formal assessment acceptable if completed within one year prior to the BST
screening or W-2 T placement. It may be necessary for the W-2 agency to follow-up
with the agency or individual who completed the assessment to interpret the
assessment results and determine if any new treatment is being explored. If the prior
formal assessment results have an expiration date that indicates the results are no
longer valid or there is reason to believe the formal assessment information does not
reflect the participantos cur r ensmmentcmustibeu mst anc
completed. Results from a prior formal assessment may only be used if the assessment
contains the necessary elements and is relevant to the employment barrier in question.
For example, if a formal assessment completed eight months ago evaluated the need
for AODA services, but the employment barrier indicated in the BST relates to learning
needs, then a new formal assessment must be completed.

5.5.1.2 How to Use a Formal Assessment

The FEP must use the W-2 Formal Assessment Agreement (form 2565) to help explain
to the applicant/participant the purpose of the formal assessment and the type of follow-
up services and activities that may result from completing it. It is critical that the FEP
explain the formal assessment process using positive language that reinforces how the
applicant/participant may benefit from completing it. Through the discussion, the
applicant/participant must be made aware that assessment results will enable the
individual and his/her FEP to make informed decisions about:

1 his/her W-2 placement;

1 his/her employment goals and the activities that will help reach those
goals;

1 his/her ability to engage in training and education; and
1 any special services and work site accommodations that s/he may need.
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The applicant/participant must indicate at the bottom of the agreement his/her decision
to complete or decline a formal assessment.

The FEP must use the best information available from an informal assessment to
initially place an individual in an employment position when a formal assessment is
pending. Participating in a formal assessment may be counted as participation in an
employment position. The FEP must document all assessment information in CARES
utilizing the appropriate CARES screens, including case comments.

Within 30 days after receiving the results of the formal assessment, the FEP must make
necessary adjustments to the péa&EPbasedonpghent 6s pl
formal assessment. The services and accommodations that are recommended in the

formal assessment to help a participant succeed in a work setting must be incorporated

into the participantdos EP.

This may include:

1 Obtaining needed medical treatment or counseling;
1 Receiving needed services from other providers in the community;

1 Ensuring participants have the necessary services, reasonable
modifications and accommodations to successfully engage in assigned W-
2 activities; and

1 Working with employers to put needed accommodations into place for
participants making the transition to unsubsidized employment.

As part of the process of revising the EP, the FEP must:

1. Provide the participant with a written description of any needed services,
activities, and reasonable modifications or accommodations using the form,
Services and Accommodations To Help You Do Your W-2 Activities (form
2564). If the FEP does not incorporate all of the recommended
accommodations or modifications into the
document on CARES screen WPBD the reasons(s) the recommendation(s)
were not incorporated. Any placement change based on a formal assessment
must also be discussed with the particip ant and the participant
updated accordingly.

2. Advise the W-2 education, training or work site providers of any needed
reasonable modifications or accommodations to the W-2 education, training or
worksite. The W-2agencymustmoni t or t he participantds p
W-2 education, training or work site to ensure that previously specified
services, modifications, or accommodations identified in the EP are provided.
This page last updated in Release # 10-01
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5.5.2 Qualified Assessing Agency

Formal assessments must be completed by one or more qualified assessing agencies
or individuals. A professional qualified to perform a formal assessment may include: a
medical or mental health professional, social worker, psychologist, neuro-psychologist,
Division of Vocational Rehabilitation counselor or similar qualified assessing agency or
individual. Characteristics required of the assessing agency or individual include:

1 Demonstrates a competency or successful completion of training in the appropriate
field and is certified by an appropriate accreditation organization.

1 Demonstrates an understanding of the objectives of the assessment based on W-2
referral information, referral questions, the initial interview and stated purpose of the
evaluation.
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5.5.3 Necessary Elements

The qualified assessing agency must provide an individualized written assessment that
enables the FEP to adapt W-2 activities to accommodate the needs of the participant.
The assessment must include at a minimum, the following elements:

1. Personal conditions/diagnosis that impact ability to function in activities of
daily living and the ability to perform work;

Functional abilities

Functional limitations related to employment and employability, and
implications of those limitations on finding and maintaining employment;

4, General aptitude/cognitive level (applicable for formal assessments related to
learning needs and traumatic brain injury);

N

Areas of deficit;

Range of recommended reasonable modifications and accommodations
/assistivetechnol ogy f or tHPé.e. ath woik tainipgaunderdo\é
2 and in unsubsidized employment);

7. The ability to engage in training and education; and

Summary of findings, including rationale for any disability
determinations/diagnosis; prognosis; and recommendations for additional

services, as appropriate.

The FEP must offer assistance to the participant when requesting a formal assessment.
Selecting the appropriate assessing agency or individual is critical to the success of the
participant. In some instances, a participant may need to be referred for multiple
assessments if s/he is identified as being at-risk for two or more disabilities or

conditions.

Those participants whose BST results indicate the potential for a particular disability or
condition must be referred to one of the provider-types listed in the BST directions. All
formal assessment information must be documented on CARES screen WPBD.

This page last updated in Release # 10-01
Release Date: 10/05/10
Effective Date: 10/05/10



5.5.4 Obtaining a Complete Assessment

The process for gathering formal assessment information will vary depending on the
medical condition or employment barrier being addressed:

1.

2.

For a learning or cognitive disability the case worker may need to specify in
writing to the assessing agency what type of information is needed. This may

include:

A specific diagnosis;
Test findings that document both the nature and severity of the
disability;

Any limitations to learning or other major life activities resulting from
the disability and the degree to which it impacts the individual in the
context of learning;

The impact the diagnosed learning or cognitive disability has on a
specific major life activity;

Specific recommendations for accommodations as well as an
explanation as to why each accommodation is recommended.

For a mental health condition and/or AODA, assessment information may be
gathered using the Mental Health Report (form 126). If the assessment
information is collected through other methods such as a written evaluation
developed by the assessing agency, it is important that the document covers
the same content as the Mental Health Report to ensure that the caseworker
is receiving adequate information to make case management decisions with
the participant.

For other types of medical conditions, assessment information may be
gathered using the Medical Examination & Capacity (form 2012) Conditions
that could be appropriately documented with the Medical Examination &
Capacity form may include, but are not limited to:

il

Short-term medical conditions and injuries that may require
surgery, medical treatment and/or physical rehabilitation;

Pregnancies;

Long-term medical conditions which may be disabling, such as
multiple sclerosis, fiboromyalgia, arthritis;

When a participant presents him or herself as unable to participate
due to a medical problem(s), but the individual is unable or
unwilling to articulate what the medical condition is;

When the BST instructs the case worker to refer the participant to a
physician.


http://dcf.wisconsin.gov/files/forms/pdf/126.pdf
http://dcf.wisconsin.gov/files/forms/pdf/2012.pdf

4. When the barrier is related to the care for another household member, the
Need to Care for Disabled Family Member (form 10786) form must be used to
gather the needed information. (See 7.4.2) Although the information
gathered with this form does not meet all of the requirements of a formal
assessment, it will serve as a substitute for obtaining a formal assessment
when the individual is placed in a W-2 T and assigned to care for another
member of the W-2 Group who is ill or incapacitated.

When a participant has both a mental health condition and another type of medical
condition and both conditions are potential barriers to employment that require formal
assessment, the agency may need to request that the Mental Health Report (form 126)
and the Medical Examination & Capacity (form 2012) are both completed by the
appropriate service providers.
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5.5.5 Inadequate or Conflicting Formal Assessment
Information

When obtaining formal assessment information for a participant with a medical or
mental health condition, the W-2 agency should consult initially with the provider who is
treating the participant for the condition. If the documentation provided does not contain
information needed to determine an appropriate placement or necessary
accommodations for the participant, the W-2 agency may refer the participant to another
service provider for an independent assessment. (See 5.5.3)

If assessment information is gathered from multiple sources, and there is conflicting
information about the medical condition or what services or accommodations are
needed to address the condition, the agency should use the information from the
provider who has provided an independent assessment.

If multiple service providers are each treating the participant for different medical
conditions, e.g., one is treating for a back problem and the other is treating for a mental
health condition, and they provide different opinions about the accommodations that are
needed, the FEP must assign activities and provide needed accommodations based on
both assessments.
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5.5.6 Paying for Formal Assessment

When the cost of a needed assessment is not covered by a third-party source, such as
Medicaid, theW-2 agency i s responsible for paying for
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5.5.7 Payment Reductions

Under the ADA , an individual cannot be required to disclose that s/he has a disability or
be required to participate in a separate program for disabled individuals. W-2 agencies
must comply with this federal law when assigning activities to W-2 participants. A
participant must be given the opportunity to disclose a disability or other barrier to
participate in the W-2 program or employment before payment reductions are imposed.
The following W-2 policies provide these assurances to participants:

1. If a participant who is placed in W-2 T or CSJ and has not been offered the
BST prior to the initial W-2 placement, the individual may not receive a
payment reduction for failing to participate in any assigned activity until the
BST is either completed or declined.

2. W-2 payment reduction cannot be imposed on a patrticipant for declining to
complete a formal assessment.

3. A participant placed in W-2 T or CSJ who has agreed to and is referred for a
formal assessment may not receive a payment reduction for any assigned
activity until:

a. The formal assessment results are received by the W-2 agency and the
formal assessment activity has been end-dated on CARES screen
WPCS; or

b. The W-2 agency has determined that the participant will not comply with
the assigned formal assessment activity and the activity has been end-
dated on CARES screen WPCS.

After the formal assessment has been completed and end-dated in CARES and the
FEP, in consultation with the participant, has made necessary adjustments to the

par t i cHPptlemdivdsal may receive a payment reduction for failing to participate
in assigned W-2 activities without good cause. This may include an activity
recommended by the qualified assessing agency such as mental health counseling or
physical therapy.
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5.5.8 When Formal Assessment is Declined

The parti ecerieppaonrttd sofsea fbarrier, or a servi
inability to participate which does not meet the definition of a formal assessment, is not
sufficient by itself to confirm the existence of a barrier. However, this information must

be considered as part of the process of assessing for barriers to participation in W-2 or
employment. The agency must use this information in conjunction with a formal
assessment and other substantiating information (e.g., behavioral cues, low TABE

score, pattern of non-participation without good cause) to make a factual determination

of a barrier.

EXAMPLE 1: Jean submits an application for W-2. During the initial informal
assessment meeting, Jean states that she cannot engage in any type of W-2
activities because she has severe back pain. She gives the FEP a note from her
physician written on a prescription sheet. The note states that Jean cannot
participate in any W-2 activities. The FEP explains to Jean that a formal
assessment is needed in order to fulll
affects her ability to participate in W-2.

Together, the FEP and Jean review the W-2 Formal Assessment Agreement and
Jean indicates at the bottom of the agreement that she will obtain a formal
assessment. Jean is given the Medical Examination & Capacity form to bring to
her physician. The FEP f ol l ows up with a phone
what the Medical Examination & Capacity form is and why a full formal
assessment is needed.

Meanwhile, the FEP has all of the needed documentation and verification to
determine eligibility for W-2 and places Jean ina W-2 T.

If the participant declines a formal assessment and there are unresolved factual issues
as to the parti c4pgentysboslidgrogeed to veork with tha iadividual
as though s/he does not have a barrier to participation in the W-2 program or
employment. If the participant declines a formal assessment, the case worker must
continue to informally assess and revisit the importance of cooperating with assessment
at each review &P. the participantos

EXAMPLE 2: Naomi is applying for W-2. While completing the initial informal
assessment, she tells her FEP that she has chronic migraine headaches and she
will have to miss her work activities whenever the headaches flair up. The FEP
explains to Naomi that a formal assessment completed by her physician will help
determine what services and accommodations will help Naomi with W-2
participation.

ce pr
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Together, the FEP and Naomi review the W-2 Formal Assessment Agreement.
After reviewing the agreement, Naomi states that she does not want to obtain a
formal assessment and she indicates on the agreement that she is declining to
complete a formal assessment. As a result, the FEP has no substantiating

i nformation about Naomi 6s migraines t
medical condition will impact her ability to participate and no information regarding
the types of services and accommodations that Naomi needs.

Unless other information comes to light the FEP must proceed to work with Naomi
as though s/he does not have a barrier to participation in the W-2 program or
employment.

TheFEP s houl d continue to watch Naomi 6s
participation without good cause and re-offer a formal assessment when
appropriate.

]
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5.6 Domestic Violence and Sexual Assault

5.6.1 Domestic Abuse and Sexual Assault Services
Information and Referral

If a FEP or other W-2 agency employee identifies a participant, or a participant self-
identifies, as a past or present victim of sexual assault or domestic abuse or as being at
risk of domestic abuse, the FEP or other W-2 agency employee must provide
information on community-based sexual assault and domestic abuse services.
Information must be provided on shelter and other programs for battered individuals,
sexual assault provider services, medical services, sexual assault nurse examiners
services, domestic abuse and sexual assault hotlines, legal and medical counseling and
advocacy, mental health care, counseling and support groups.

The FEP must talk to the participant about these services and offer a resource list in
writing that the participant may take with them. If a participant wishes to receive a
referral to counseling or to a supportive service provider, the FEP or other W-2 agency
employee must also make a referral to the appropriate local agency.
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5.6.2 Work Place Safety for Domestic Abuse Victims

When developing or modifying the EP, the FEP must take into consideration the results
of the Domestic Abuse Screen and any follow-up assessment information to ensure the
participant is not at-risk of violence by a partner while the participant is engaging in
assigned W-2 activities. Consideration should be given to time of day, location and on-
sight supervision for each activity.
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5.7 Sharing Information with SSA

5.7.1 Sharing Information with SSA

The Mental Health Report (form 126) and the Medical Examination & Capacity (form
2012) may be used as a communication tool between SSA and the W-2 agency on SSI
or SSDI applications. The form can be shared with SSA at any point in the application
or appeal process as long as the FEP obtains a written release of information from the
participant. The participant can complete a release of information form from the W-2
agency or hand write a note that grants permission for the FEP to contact SSA. A
release of information allows the FEP to obtain information but it does not give the FEP
authority to automatically get appointment letters or decision notices regarding a W-2
participantds case.

If information contained on either the Mental Health Report (form 126) or the Medical
Examination & Capacity (form2012) conf |l i cts with SSA6s deci si ¢
follow up with both SSA and the provider to obtain correct information. Conflicting

decisions can be detrimental to participants who are seen as completely restricted from

activity by the provider and deemed able to work by the SSA.

For more information on assisting a participant with the SSI application process. (See
7.4.3)
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06 Employability Plan

6.1 Employability Plan Overview

6.1 Employability Plan Overview

An Employability Plan (EP) is a written agreement developed jointly by the FEP and the
applicant or participant. However, the RS may write the initial EP during the W-2
application period if the applicant is assigned up-front job search.

The EP is a single written document outlining how an applicant or participant will
achieve a specific employment goal or, if appropriate, a goal to obtain SSI and/or SSDI
benefits. The EP details what the individual will do through his/her participation in the
program to achieve that goal and how the W-2 agency will assist.

The EP must be developed using the information gathered through the assessment
process. (See 5.1.1 and 5.1.2) The worker uses information from the assessment
process to build the plan around the applican

1 Strengths, interests and aptitudes, and needs;
T Prior education and work history;

1 Strategies to overcome barriers to employment identified through informal
and formal assessment; and

1 Assignment of work and training activities to achieve the employment
goal.

Each time an EP is developed or changed, it must be filled out in CARES, printed,
signed by the FEP (or RS if in the application phase) and the applicant or participant
must be given the opportunity to sign the EP. If the applicant or participant refuses to
sign the EP, the agreement is still considered binding because the individual committed
themselves to W-2 participation when signing the W-2 Participation Agreement.

The EP must be developed with all applicants assigned to Up-Front Job Search (See
2.9.2) and with all participants who are assigned to any of the following:

T ATEMP, TSP, CSJ, or W-2 T placement;
1T ACMU, CMF, CMD, CMJ, or CMN placement;

T A CMC, CMP, ARP, or CMM placement only in circumstances where the
participant has volunteered to participate in activities as part of the W-2
program; and

1 A second parent in a two-parent household who participates in W-2
activities. (See Chapter 14)



Learnfare Case Management plans, which are similar to EPs, are developed for

children age 6 to 17 whose parent is placed in a W-2 employment position and who are

required or volunteer to participate in case management for Learnfare. (Children not

enrolled in school, minor parents, dropouts, returning dropouts, habitual truants, and a

child whose W-2 group includes a participant who has been unable to participate in

required assigned act i v irdlaie@ mobldmsare requiretdttboe chi I d
participate in case management.) (See 16.3.4)
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6.1.1 Parts of the Employability Plan

The EP consists of three parts:
Part 1: Program Employment Goals and Related Goals

Program Employment Goals

This section of the EP identifies shorter term employment goals that can be achieved
through participation in the W-2 program. The FEP and the applicant or participant must
jointly develop the employment goals. The Primary and Secondary Employment Goals
should be based on:

1. The applicant s or shils workstylespiatarestéand st r
needs.Consi deration should be given to
experience, prior education and training and assessments (e.g., educational
needs assessment, career assessments, vocational evaluation/assessments,
or other formal assessments).

2. What can realistically be achieved through participation in the W-2 program.
Consideration must be given to all types of activities that may enable the
applicant or participant to achieve his/her goal including, but not limited to job
search/job readiness activities, work experience, educational activities, job
skills training and technical college participation. (See W-2 Manual Appendix -
Activity Codes)

3. Industry and employment opportunities in the local labor market. The FEP
must review relevant labor market data to determine if employment goals are
in line with the local labor market. Wi_s c o n s i n 6 ds alEdeliemt e t
resource for labor market information.

If the applicant or participant is not ready to identify a specific occupation when the
goals are initially developed, the focus of the goal may be broadened to a field of
interest or an industry sector. Career assessments and career exploration tools should
be used to help identify sectors, career pathways, training needs, and family-sustaining
employment goals that may match the results of the assessed work styles, skills, and
interests.

Related Goals

1. Short-Term: This section must identify concrete short-term goals or
outcomes the applicant or participant must achieve through W-2 participation
in order to move in the direction of his/her employment goal. This may involve
completing education or training courses or acquiring work experience in
his/her field of interest. It may also involve overcoming a barrier to
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employment through assigned activities such as physical rehabilitation,
treatment or counseling.

2. Long-Term: As the EP is developed, it is important to consider how the
program employment goals and the related short-term goals fit into the
applicant 6s longer-feranrcareerlarp dMany iddsistries have
career pathways that enable employees to start in lower-skilled jobs and
progress into increasingly higher paying jobs through training. This section
should identify any goal slongdr-tetmcaeere part o
plan.

Part 2: Personal Goals

The applicantds or participantdés personal goa
They are goals set by the individual that will strengthen his/her family and empower the
individual to achieve his/her employment goals. Examples of personal goals include:

Addressing child and family relationship problems;
Obtaining financial counseling;
Involvement in support groups;

Moving to a safer neighborhood,;
Weight-loss and exercise regimens; and

=A =2 =42 =4 -4 =4

Purchasing a home.

Part 3: Program Activity Plan

The applicantds or participantds program acti
specific program activities the individual will undertake to achieve the primary

employment goal. The full list of activities that may be assigned under W-2 are found in

the W-2 Manual Appendix - Activity Codes.

The activity portion of the EP, recorded on CARES screen WPAS, must include the
following detail for each assigned activity:

1. The activity to be completed. The activity must be described in some detail
on the EP to ensure that the applicant or participant fully understands what
the activity involves.

2. Planned begin and end date.

3. The number of hours per week, the specific days of the week and the specific
number of hours on each day that the activity is assigned. The EP in CARES



N o o bk

has limited space to record this information. A separate work schedule may
be developed to capture the detail and given to the applicant or participant as
part of the EP.

Provider of service.

Address of the site where the activity is located.

Supportive services required to complete the activity.

Any additional remarks to assist the applicant or participant.
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6.1.2 How Formal Assessment Impacts the
Employability Plan

The FEP must make necessary adjustmentstothepar t i ci pant 6s pl acement
the EP based on the formal assessment within 30 days after receiving the results of the

formal assessment. The participantdés EP must be modifie
accommodations that are recommended in the formal assessment to help a participant

succeed in a work setting. (See 5.5.1.2)
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6.2 Employability Plan Development and Review

6.2.1 Developing the Employability Plan

The EP is developed through a collaborative process between the FEP and the

applicant or participant taking into consider
barriers identified through assessment. It details what the individual will do to reach

his/her employment goal (or goal to obtain SSI/SSDI) and what the W-2 program will do

to assist in that effort. When the applicant or participant has a role in developing the

EP, s/he will be more committed to completing the plan and working towards the

employment (or SSI/SSDI) outcome.

When appropriate, the applicantdés or particip
input. In a two-parent household, a meeting with each parent must be conducted to

assess total family strengths and determine which parent is more appropriate for W-2

placement. (See Chapter 14)

Before placing a W-2 participant into an employment position or case management
placement (see 6.1), an EP must be developed during a face-to-face meeting, except in
the following circumstances:

1. When there are extreme circumstances that prevent a participant from
coming to the agency such as when a participant is hospitalized or
homebound due to illness. When one of these circumstances prevent a
participant from coming to the agency, the worker must either conduct a home
visit or communicate with the participant by phone to ensure that the
participant has the opportunity to provide input into the development of the
EP and understands what is expected of him/her.

2. If an individual who is transitioning from a paid placement to a CMF
placement has a work schedule that makes it difficult to come into the office
for a face-to-face EP appointment, the agency may conduct the EP
appointment by phone.

If the agency has attempted but is unable to connect with the participant by
phone, the agency may in this circumstance only change the placement to
CMF prior to the EP appointment.

When this occurs, the agency must mail an updated EP to ensure that the
individual has in his/her possession an EP that aligns with the changes in
activities. Prior to printing and mailing the EP, the agency must reset the
expiration date on the EP in CARES to expire 30 days after the date the CMF
placement started. This will give the participant the option to complete an EP
appointment (either face-to-face or by phone if unable to come in person due
to work schedule) within 30 days or allow W-2 to close for noncooperation
with program requirements.



The EP must be written for a duration of no more than 6 months. The EP may be
updated during that timeframe to reflect any changes in assignment of activities without
a face-to-face meeting. However, under no circumstances, except as described above
in item #2, can the FEP change the activities in the EP without first discussing the
change(s) with the participant.

Each time an EP is developed or changed, it must be filled out in CARES, printed,
signed by the FEP (or RS if in the application phase) and the applicant or participant
must be given the opportunity to sign the EP. If the applicant or participant refuses to
sign the EP, the agreement is still considered binding because the individual made a
commitment to participate in assigned activities when signing the W-2 Participation
Agreement.
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6.2.2 Employability Plan Review

An EP review must be scheduled to occur before the date the EP is set to expire. This
will ensure a review is scheduled at least once every 6 months. EP reviews may occur
more frequently as needed.

The purpose of an EP review is to discuss with the participant his/her goals and
currently assigned activities and determine if adjustments are needed to help move the
individual towards his/her employment goal.

The EP review must be completed during a face-to-face meeting except in the following
circumstances:

1. When there are extreme circumstances that prevent a participant from
coming to the agency such as when a participant is hospitalized or
homebound due to illness.

2. When a TEMP, CMF, or CMU patrticipant has a work schedule that makes it
difficult to come into the office for a face-to-face EP appointment.

When one of these circumstances prevent a participant from coming to the agency, the
worker must either conduct a home visit or communicate with the participant by phone

to ensure that the participant has the opportunity to provide input into the development
of the EP and understands what is expected of him/her.

When an EP review is conducted by phone, the EP must be mailed to the participant for
signature and returned to the agency. The worker must document in CARES case
comments how the EP was distributed and the date it was distributed.

If an EP review does not occur before the date the EP is set to expire because the
participant fails to keep an EP review appointment without good cause, the W-2 agency
may close the case for noncooperation with program requirements. (See 11.4)
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6.2.3 Coordination with Other Programs

6.2.3.1 DVR Collaboration in Employability Plan Development

When developing the EP, the FEP and applicant or participant should consider and
incorporate input from other programs the individual is connected with such as the
Workforce Investment Act (WIA) program, the Division of Vocational Rehabilitation
(DVR), the Wisconsin Technical College System (WTCS), the Refugee Assistance
Employment and Training Program, mental health, child welfare safety services,
housing, domestic violence and AODA programs.

EXAMPLE: Monica is working with a domestic violence victim program. Her
advocate there is helping her find housing. Monica also attends weekly group
counseling sessions and brings her daughter to individual counseling sessions
every other week. Monica has signed the Authorization for Disclosure of
Confidential Information form allowing her FEP to consult with her DV advocate
and counseling professionalsasneeded. | n devel oping her
incorporates her housing search and domestic violence activities.

W-2 agencies are required to work with local Job Center partner agencies to jointly
serve persons under the Job Center network delivery model. Applicants or participants
should be encouraged to seek out opportunities for dual enrollment in other Job Center
programs such as Job Service/Labor Exchange Services, WIA and DVR and take
advantage of all resources available through the Job Center system. Any activities
includedintheW-2 applicantds or partici-pmolcy.ds

Working cooperatively with local partner agencies on EP development reduces
duplication of effort across work programs and maximizes the resources available to the
applicant or participant. Therefore, the FEP should consult with other Job Center
agencies as appropriate when developing the W-2 EP. However, W-2 agency staff
must ensure that a W-2 CARES printed EP is attached to any jointly developed EP
since this is the primary EP document for W-2 applicants or participants.

EP mus


http://dcf.wisconsin.gov/files/forms/pdf/10779.pdf
http://dcf.wisconsin.gov/files/forms/pdf/10779.pdf

6.2.3.1 DVR Collaboration in Employability Plan Development

Through a collaborative effort with DVR, a DVR counselor may provide employment
planning consultation for a W-2 participant with a disability. W-2 participants are not
required to be enrolled in the DVR program to receive this service. For these W-2
participants, DVR may provide technical assistance in the development of the W-2
employability plan using the recommendations from a disability or vocational
assessment. This technical assistance may include:

1 recommending work and/or training activities to help move the participant
towards employment in the local labor market; or

1 identifying specific disability accommodations and/or assistive technology
to make work and/or training accessible to a participant.

When an individual is co-enrolled in the W-2 and DVR programs, the W-2 case
manager and the DVR counselor should coordinate the W-2 Employability Plan and the
DVR Individual Plan for Employment (IPE). (See W-2 Manual Appendix - W-2/DVR
Technical Assistance Guide and Operations Memo 10-01)
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6.3 Special Policies For Assignment of Activities

6.3.1 Travel Time

Workers must use the following guidance to determine when travel time should be
included as part of the assignment of hours.

1.  When two or more activities are assigned for the same day, the travel time (if
any) between the two activities may be counted toward hours of participation.
Travel time to the first activity and the time spent returning home after the last
activity cannot be counted towards hours of participation.

2.  When Employment Search (ES) is assigned, the travel time between
interviews may be counted toward hours of participation. Travel time to the
first job interview and the time spent returning home after the last one cannot
be counted.
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6.3.2 W-2 Work Participation Documentation,
Verification and Supervision

The Federal TANF Regulations require states to have work verification procedures for
all individuals receiving cash assistance through the TANF program. These procedures
apply to all W-2 participants who are in a CSJ or W-2 T placement. The requirements
also pertain to individuals in the CMC and ARP placements who are voluntarily
participating in activities. The TANF Regulations are explicit in requiring that all hours of
work participation be supervised, documented and verified. (See W-2 Manual
Appendix - TANF Work Participation Requirements)
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6.3.3 Making Up Missed Hours of Participation

There may be times, when the participantés
make up work hours missed earlier in the week. No action is necessary on the part of

the worker when the participant makes up the missed hours in the same week. If the
participant misses hours of participation for a day, and does not make up those missed

hours at some point during the week in which they were assigned, all remaining missed

hours must be recorded as non-participation and good cause policy must be applied

when appropriate. (See 11.2)
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6.4 Assignment of Activities in CARES

6.4.1 CARES Screen WPCS

In conjunction with developing and documenting detailed activities for a \WW-2 applicant

or participant on his or her EP, the FEP must also enter correlating CARES activity
codes on screen WPCS. The way in which activities are listed on the EP should not,

under most circumstances, replicate the activity codes, however. The activities listed on

the EP should be more detailed and descriptive than the codes entered on WPCS.

See the W-2 Manual Appendix - Activity Codes for a complete listing of the W-2 activity

codes.

The activity information entered on WPCS/WPCH must be accurate (i.e., begin date,
weekly scheduled hours, daily scheduled hours, actual end date) and align with the

applicantés or participantés EP on WPAS.

many employment opportunities that exist for women in nontraditional careers

work, agrees that this program would be a good match for her.

On Nancy's EP in CARES, in the section marked Activity 1, the FEP enters the
following: "Participate in New Opportunities for Women (NOW) Program -

participate.

OnCARESscreen WPCS, the FEP enters the
Skills Training.

EXAMPLE: While developing an EP for Nancy, the FEP and Nancy talk about the

such as welding and construction. The FEP informs Nancy about a six-week full-
time training program geared towards giving women an introduction to the building
trades and hands on experience with tools and building materials. The program
includes basic hands-on shop classes in carpentry, electrical work, painting, lifting
and carrying, trades math, and health and safety training. Nancy, who based on
an assessment, enjoys working outdoors and has some aptitude for mechanical

Construction.” The FEP goes on to fill in the relevant information for the activity
(address, hours, begin and end dates, etc.). The FEP includes in the "Remarks"
section for Activity #1 the days of the week and times each day when Nancy must

bt al
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07 Placements

7.1 Introduction

When determining the initial placement for W-2 applicants, FEPs must use all of the
information gathered from the:

T Informal assessment; (See 5.2)
1 Educational needs assessment; (See 5.3)

1 Any career assessment results that identify work styles, skills, and
interests;

1 BST, if completed; (See 5.4.1.1)
1 Progress made in up-front job search, if assigned; (See 2.9.2) and

1 Results of any other vocational evaluation/assessments or formal
assessments. (See 5.1.1)

When making initial placements, FEP must also:

1 Discuss and review the factors impacting the placement decision with the
applicant;

71 Never delay placement because a formal assessment is pending (See
5.1.1), and

1 Document the reasons for the placement decision in case comments.

FEPs are required to provide on-going case management which includes periodic

reassessment of the current placement. Depending on circumstances at the time, the
individual 6s appropriateness for a particular
always be placed at the highest level of participation possible.

The W-2 program has the placement options described in this chapter. Some
placements are specifically for applicants and others are specifically for on-going
participants.
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7.2 Unpaid Placements

7.2.1 Unpaid Placements

Employment is the primary goal of the W-2 program. Ideally, all W-2 participants end
up in a placement related to unsubsidized employment.

The following three placements are related to unsubsidized employment:

1 CMU is for employed applicants,
T CMF is for participants who obtain employment while on W-2, and

1 CMJ is for individuals who are unemployed but are ready for unsubsidized
employment.

Participants placed in case management positions are not subject to federal TANF or
State W-2 time limits and are not required to cooperate with Child Support.

This page last updated in Release # 12-03
Release Date: 04/04/12
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7.2.2 Case Management Underemployed (CMU)

The CMU placement is for applicants entering the W-2 program who are working full-
time or who are working part-time and who do not have any barriers to full-time
employment. The goal of CMU is to give participants the assistance they need to stay
employed and advance in their careers. FEPs may place applicants with farming and
self-employment income in a CMU.

Participants may stay in CMU as long as they are working, do not have barriers to full-

time employment, and meet financial and nonfinancial eligibility requirements. FEPs

must not place marginally employed applicants
specific circumstances, the agency may place a marginally employed applicant in a W-2

T, CSJ, or pro-rated CSJ placement.

The initial assessment, including determining CMU placement eligibility and
employability planning, must be conducted in person. However, after an individual is
placed in a CMU placement, and that individual has a work schedule that makes it
difficult to come into the office for a face-to-face EP appointment, the agency may
conduct the ongoing EP and eligibility review appointments by phone. Ongoing case
management services may be conducted by phone for participants in CMU and CMF
placements only. (See 6.2.2)

CMU is not for ongoing W-2 participants who find employment. The appropriate
placement for these individuals is CMF. (See 7.2.3).
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7.2.3 Case Management Follow-Up (CMF)

7.2.3.1 General CMF Patrticipant Description Characteristics
7.2.3.2 Case Management Services for CMF Patrticipants
7.2.3.3 Job Loss and CMF

7.2.3.4 CMF Eligibility Requirements

Participants who find employment while in W-2 who were previously in a paid placement
are eligible for CMF services; this includes TEMP, CSJ, W-2 T, and CMC. The goal of
CMF is to give participants the assistance they need to stay employed and advance in
their career. W-2 agencies are expected to provide 12 months of follow-up services as
long as CMF patrticipants continue to meet the nonfinancial eligibility requirements. W-2
case management services can be provided even after the CMF patrticipant loses
financial eligibility. CARES will close CMF cases at the end of 12 months. If a CMF
placement lasts less than 12 months, the FEP must document the reason(s) in case
comments. If a participant wishes to receive case management services beyond the 12
months allowable in a CMF placement,t he FEP may change the parti
placement to CMU if the participant meets financial and nonfinancial eligibility
requirements.

7.2.3.1 General CMF Participant Description Characteristics

Participants who were previously placed in a paid placement are eligible for CMF
services; this includes TEMP, CSJ, W-2 T, and CMC. In addition, W-2 applicants in up-
front job search and the CMJ placement who find unsubsidized employment are eligible
for CMF services.

When a participant reports startinganewjob, a FEP can use a partici|
statement to change the placement to CMF, revise the EP, and assign case

management activities. While waiting for the verification, the FEP must gather as much

information as possible from the participant, including the name and address of the

employer, the expected begin date of employment, the hourly wage, and number of

expected hours of work per week. The FEP must enter the new verified or unverified

employment information on CARES screen WPEH and the CWW Employment Page. If

the information is unverified, the FEP must return to WPEH and the Employment Page

to update the employment information when the verification is received.

Participants who are working in unsubsidized employment for 30 hours or more per
week are typically appropriate for CMF. Participants who are working in unsubsidized



employment for less than 30 hours per week and who have limitations to increasing
their work hours must be placed in prorated CSJ. (See 7.4.1.4)

EXAMPLE: Christina is in a CSJ placement. Christina has a history of employment;
however, she has been out of the workforce in the last year to due complications with

her third pregnancy. Christina has a high school diplomaandv al i d dr i ver {
access to a vehicle. Christina is interested in employment in the nursing field and the
FEP refers Christina for CNA job skills training. Christina successfully obtains her CNA
license and secures a position as a CNA working 35 hours per week at $9.50 per hour.
The FEP completes an informal assessment and determines that Christina is

appropriate for a CMF placement. Through supportive services provided by the FEP,
Christina will be able to increase her hours or connect with ongoing education and

attend school to earn her LPN license and advance in her career.

D S

7.2.3.2 Case Management Services for CMF Participants

The W-2 agency must offer CMF services for 12 months. During the 12-month period, the FEP
must provide appropriate services and maintain regular contact; most CMF participants should
receive bi-weekly or no less than monthly contact.

Activities provided through case management services may include:

Job Retention Services (JR);

Literacy Skills (LS);

Vocational Literacy Skills (VL);
Vocational Adult Basic Education (VA);
English as a Second Language (EL);
Vocational English-as-a-Second-Language (VE);
Adult Basic Education (BE);

General Educational Development (GE);
High School Equivalency Diploma (HE);
Working Full-Time (WF); or

Working Part-Time (WP).
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7.2.3.3 Job Loss and Reduction in Hours in CMF

If the CMF participant loses his or her job or experiences a reduction in work hours, the
FEP must reassess the individual to determine if there are possible unidentified barriers.

For a job loss, if the FEP suspects that there are additional barriers, the FEP must place
the individual in the appropriate paid placement (TEMP, CSJ, or W-2 T) if the participant
meets financial and nonfinancial eligibility criteria, and offer a formal assessment and
other appropriate services.

If the FEP does not suspect that there are additional barriers and the FEP determines
that the individual is capable of obtaining additional employment, a CMJ placement may
be appropriate. (See 7.2.4)

If a reduction in hours results in less than 30 hours per week and the individual has
limitations to increasing his or her work hours, the FEP must place the individual in a
prorated CSJ. The FEP must assign activities specifically designed to assist the
participant to increase his or her work hours or to obtain full-time employment. If the
FEP does not suspect that there are additional barriers, the FEP must keep the
participant in the CMF placement.

NOTE: In order for a participant to move from a CMF placement to a TEMP, CSJ,
prorated CSJ, W2-T, or CMJ placement, the participant must meet all financial and
nonfinancial eligibility requirements.

EXAMPLE 1: Barbara is in a CMF placement and has been working full-time for
90 days as a cashier. Barbara informs her FEP that her work hours have been
reducedtopart-t i me. The FEP reviews Barbarabls pays
showing an average of 15 hours worked per week. The FEP verifies with the
employer t hat Bar barads hour stiméduetethebeedeoin |r e d u c ¢
the holiday season and the employer does not expect that her hours will increase
to full-time until the next holiday season. The FEP meets with Barbara, completes
an informal assessment, and determines that she meets nonfinancial and financial
eligibility in order to move from a CMF placement to a prorated paid placement.
Barbara enjoys working with customers. Barbara does not have a resume and
prefers to complete paper applications as she has minimal computer skills. The
FEP places Barbara in a 1/2 CSJ and assigns activities that will help Barbara find
other full-time employment, including a workshop on resume writing and
successful employment search. The FEP also arranges for Barbara to attend the
on-site computer lab on her off hours to work on her typing skills. The FEP
provides Barbara with information on an upcoming job fair hiring for various entry-
level positions and supplies Barbara with blank applications for greeter positions




with two local retail stores. The FEP maintains bi-weekly contact with Barbara to
monitor her progress.

EXAMPLE 2: Monique is in CMF and began a new job as a CNA. Monique was
placed on second shift and will work every other weekend. After 30 days, Monique
contacts her FEP and explains that her hours have reduced from 40 hours per
week to 24 hours per week. The FEP schedules Monique for an appointment and
requests that she bring her paystubs. Monique attends her appointment and
submits paystubs showing an average of 28 hours worked per week. The FEP
discusses the situation with Monique who discloses that she did not want to work
second-shift on the weekends and her supervisor took her off the weekend
rotation. After completing an informal assessment, the FEP determines that
Monique is appropriate to remain in the CMF placement.

7.2.3.4 CMF Eligibility Requirements

W-2 participants that have obtained unsubsidized employment may transition from a
paid placement to a CMF placement and are eligible for case management follow-up
services only if they continue to meet all nonfinancial eligibility requirements. When
determining CMF eligibility, the FEP must exclude income and assets.

If an individual who is transitioning from a paid placement to a CMF placement has a
work schedule that makes it difficult to come into the office for face-to-face eligibility
reviews and EP appointments, the agency may conduct the appointments by phone.
(See 6.2.1 and 6.2.2)

EXAMPLE 1: Caitlyn has one child and was in a CSJ placement for four months.
She began a new job that pays $10 an hour for 40 hours per week. At the EP
appointment, the FEP verifies her employment and wages and changes her
placement to CMF. Based on her W-2 group size and income level, Caitlyn no
longer meets the financial eligibility requirement for most W-2 services; however,
CMF placements exclude income and assets when determining eligibility. Caitlyn
continues to meet all of the nonfinancial eligibility requirements listed in Section
2.2.1. Therefore, she is eligible for case management follow-up services.

EXAMPLE 2: Ben has custody of his two minor children and has been working as
a mechanic for six months. The FEP changed his W-2 placement to CMF when
Ben originally reported his employment when he started working. The FEP



completes a six-month eligibility review over the phone with Ben. During the

review, Ben tells the FEP that his former spouse regained custody of both children
|l ast month. The FEP wil/ end Bends CM
theW-2 nonfinancial eligibility r eg2case e
dsenroll from Work Programs, and ent el
CMF placement is less than 12 months.
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7.2.4 Unemployed Individuals Capable of Obtaining
Employment (CMJ)

7.2.4.1 CMJ at Application
7.2.4.2 Moving from Other W-2 Placements to CMJ
7.2.4.3 General CMJ Participant Description Characteristics
7.2.4.4 CMJ Activities
7.2.4.5 Case Management Services in CMJ
7.2.4.5.1 Supportive Services in CMJ
7.2.4.6 Job Development in CMJ
7.2.4.7 30-Day Review
7.2.4.8 Ending CMJ Placements

The CMJ placement is for unemployed individuals who are able to find and keep
employment. The goal of the CMJ placement is to rapidly connect the individuals who
are job ready to employment. CMJ is only available to W-2 applicants, and in limited
situations, to case management follow-up (CMF) participants, case management
unsubsidized (CMU) participants, and Custodial Parent of an Infant (CMC) participants.

7.2.4.1 CMJ at Application

Prior to placing an unemployed W-2 applicant in CMJ, the FEP must conduct a
thorough informal assessment, educational needs assessment and offer the Barrier
Screening Tool (BST). (See 5.1-5.4) In most instances, potential CMJ participants will
be assigned to up-front job search activities (See 2.9.2). Applicants who made a good
faith effort to obtain employment by completing assigned up-front job search activities
are appropriate for a CMJ.

There may be limited circumstances in which applicants who are not assigned to up-
front job search are appropriate for the CMJ placement. For example, up-front job
search may not be assigned because child care has not been authorized. In addition,
up-front job search may not be assigned if the applicant has a family issue that needs to
be resolved, for example homelessness. If these issues can be resolved quickly, but
not necessarily within the 12 days prior to placement, then these individuals may not
have been assigned up-front job search, but still may be appropriate for the CMJ
placement.

In addition, not all applicants assigned to up-front job search are appropriate for a CMJ.
For example, through the up-font job search, the W-2 agency may discover that the



applicant has significant barriers that make it difficult for the applicant to obtain

employment within the next 30 days. The W-2 agency may also discover that the

applicant is not job-ready because there may not be jobs available that meet the
applicantodés skill set. Thes-@padplacementdual s must

W-2 participants who move between balance of state geographical areas or in or out of
Milwaukee County must re-apply at the W-2 agency providing services in the
geographical area in which they live (new residence) and are considered applicants. An
applicant who was recently in a paid placement is unlikely to be appropriate for a CMJ.

7.2.4.2 Moving from Other W-2 Placements to CMJ

CMJ is only available to W-2 applicants, and, in limited situations, to CMC and other
case management participants. The chart below shows when a participant in a specific
W-2 placement can and cannot move into the CMJ placement. In each instance in
which a W-2 participant can move into the CMJ placement, the individual must meet
CMJ eligibility requirements outlined in Section 7.2.4.3.

W-2 Placement Move to CMJ?

Community Service  [No
Job (CSJ, CS1, CS2,

CS3)

-2 Transitions No
(W-2T)
Custodial Parent No

Trial Employment
Match Program
(TMP)

Noncustodial Parent
Trial Employment
Match Program
(TNP)




[Custodial Parent of an
Infant (CMC)

Sometimes

If the CMC participant was not in an At Risk Pregnhancy (ARP), CSJ
(including partial CSJ) or W-2 T placement prior to going into CMC,
the individual may be considered for a CMJ placement.

At-Risk Pregnancy
(ARP)

No

If the woman in an ARP placement gives birth, she is eligible for a
CMC placement. See CMC above.

Case Management
Follow-up (CMF)

Case Management
Unsubsidized (CMU)

Yes

Individuals in a CMF or a CMU may be considered for a CMJ
placement. However, moving from CMU or CMF to CMJ is only
appropriate for individuals who are able to find and keep full-time
employment. This includes individuals who may be able to work full
time, but choose to only pursue part-time work.

The W-2 agency must individually assess each CMF and CMU
participant who loses employment to determine the reason for that
employment loss. Loss of employment may indicate a hidden
barrier that is making it difficult for the individual to maintain
employment. The W-2 agency must pay particular attention to CMU
and CMF participants who lose their jobs after only a short time.

Case Management
Minor Parents (CMM)

Sometimes

If the minor parent turns 18, already has a high school diploma or
equivalent and a work history, that minor parent may be considered
for a CMJ.

Case Management
Pregnant Woman
(CMP)

No

The CMP placement is for women who are pregnant and have no
other custodial children. CMJ placement is only for custodial
parents.

If the woman in an CMP placement gives birth, she is eligible for a
CMC placement. See CMC above.

Case Management
Noncustodial Parents
(CMN)

Stipends for
Noncustodial Parents
(TSP)

Sometimes

If the NCP becomes a custodial parent, he or she may be
fconsidered for a CMJ placement.




Case Management Sometimes
Denied (CMD)
If the extension denial reason was that the local labor market has
jobs the participant could have gotten, the individual may be
considered appropriate for CMJ

7.2.4.3 General CMJ Participant Description Characteristics

For the W-2 agency to determine that an individual is appropriate for a CMJ placement,
all of the following must apply:

1. The individual is willing to work. Because W-2 is a work program, individuals
who apply for the program are assumed to be willing to work.

2. The individual has no barriers to work that cannot be addressed with W-2
services so that the individual is ready for immediate employment within 30
days.

Below are examples of barriers that the W-2 agency can address through
services:

T Child care subsidies through Wisconsin Shares and help locating
child care;

1 Housing assistance through Emergency Assistance, W-2
supportive services funds, and/or referrals to other local housing
programs;

T Transportation assistance through W-2 supportive services funds, a
Job Access Loan and/or referrals to other local transportation
assistance programs;

1 Help paying for work related expenses through W-2 supportive
services funds, a Job Access Loan and/or referrals to other local
assistance programs; and

1 Help completing a resume, providing targeted job leads, job
coaching, job development, etc.

Individuals who have more significant barriers, e.g., physical or mental
impairments, family issues, legal problems, etc., that take longer than 30 days
to resolve are not appropriate for CMJ.




If the FEP identifies barriers that can be addressed through W-2 services so
that the individual is ready for immediate employment, the barriers and the
services that will address those barriers must be documented on appropriate
CARES screens including:

1 CARES screen WPJR - Assessment-Participation Readiness,
CARES screen WPBD

1 Assessment-Barrier Details and the Employability Plan CARES
screens WPJS and WPAS. Additional details must be documented
in case comments.

3.  The individual has a recent or steady employment history. When considering
recent or steady employment, the FEP must consider the types of work
performed, the duration of any job, and the reasons for leaving the job. If the
applicant 6s empl oyment hitesmemplgymantsa sol i d w
CMJ placement is appropriate. However, an employment history with many
short-term jobs may be an indication that the applicant is capable of getting a
job, but not keeping a job. Through the informal assessment process, the FEP
must determine whether the barriers to maintaining employment can be
addressed with W-2 services and resolved within 30 days.

Example 1: Maria applied for W-2 and met with the Resource Specialist. She did not
have child care available when she applied, so she was not assigned up-front activities.
The FEP meets with her and determines that she is eligible for W-2. She reports
during the interview that she now has child care in place for her two children, ages 3
and 4. Ongoing issues with relatives who provided child care in the past was a major
reason that she lost her last job as a beginner pet groomer at a local pet supply store.
She is now using a certified provider. An informal assessment indicates that she has a
high school diploma and her recent work history gives her skills necessary for entry
level employment in the local labor market. She says she has no other barriers and
declines the BST. Based on the results of the informal assessment, the FEP places
Maria in a CMJ placement.

Example 2: Pat has applied for W-2. The informal assessment indicates that he is job
ready. Up until a year ago, he worked for a machine company for 5 years. He has a
high school diploma and a welding certificate from a local technical college. However,
Pat tells his FEP that last year he injured both of his knees while working in a
warehouse. The employer did cover some of the physical therapy he participated in,
but that coverage has been exhausted and Pat
the knees when the weather ¢ h a nHe expects that although he can walk around
decently enough, he is not sure he can withstand the rigors of returning to a similar job
that he left after the injury. He declined the BST, but is willing to complete a formal
vocational assessment. Based on the results of the informal assessment, the FEP




places Pat in a W-2 Transition (W-2 T) placement and refers him for a vocational
assessment.

7.2.4.4 CMJ Activities

Because the goal of the CMJ placement is to rapidly connect the individual to
sustainable employment, the W-2 agency must immediately engage CMJs in
individualized, targeted activities that will help the participant quickly gain employment.
The agency must employ an intensive case management strategy in order to coach
participants through the job search process and assist the participant with resolving
personal and family challenges.

Job Search Activities

The activities assigned to CMJ participants are similar to those assigned during up-front
job search. Because these participants are expected to be able to obtain full-time
employment,

FEPs may assign up to 40 hours per week of appropriate activities, but must assign no
fewer than 30 hours per week of activities. Activities include:

T Employment search (ES);
1 Career planning and counseling (CE);
1 Job readiness/motivation (MO); and
1 Life skills (LF).
A CMJ participant may be assigned to education and training activities if the attainment

of further education would provide an applicant with better employment prospects.
Education and training activities include:

Adult Basic Education (BE);
English-as-a-Second-Language (EL);
General Educational Development (GED);
High School Equivalency Diploma (HE);
Literacy Skills (LS);

Job Skills Training (JS); and

Regular School (RS).
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7.2.4.5 Case Management Services in CMJ

Once the placement has been made, the W-2 agency and CMJ participant have equal
share in the responsibility of finding employment. The FEP must maintain weekly, face-
to-face, contact with CMJ participants. During these weekly contacts, the FEP must
provide an array of structured employment services and supports including:

T Providing participants with job | eads
(based on career assessment results) with specific jobs open in the local
labor market;

T Creating and updating the participant's employability plan (EP) with
appropriate activities based on feedback obtained from the participant and
from employers that either did not offer the participant an interview or did
not offer the participant a job. In the EP, the FEP will include the CMJ

t

g

participantdéds employment and personal

1 Offering career assessment services, providing guidance in career
decision making skills and helping identify jobs that might match the
participantods skids;l s, interests and abi

T Monitoring participants' job search efforts in a face-to-face setting to find
out what specific jobs the participant has applied for, what interviews the
participant has had, the outcome of those interviews, and discussions
about why the participant thinks they did not get the job. This requires the
FEP to do more than solely collecting participant's job contact logs on a
weekly basis;

T Discussing any nonparticipation with the participant and the reasons for
the nonparticipation. Agencies must exercise due diligence in determining
whether previously identified or unidentified barriers (such as personal and
family challenges) are the underlying cause of the nonparticipation. The
FEP must work quickly to re-engage in job search activities CMJ
participants who are able to work or quickly reassess and place in a paid
position CMJ participants who are found to have more severe barriers;

1 Convening staffings with the CMJ participant and with agency staff who
assist in developing job leads and employer contacts; and

1 Discussing with the participant any barriers that may be preventing the
participant from obtaining employment, including necessary supports,
such as housing, transportation, and child care.

Participants with barriers that cannot be mitigated by W-2 services within a 30 day
timeframe must be placed in a paid W-2 employment position while the barriers are
being addressed. If these types of barriers are discovered after the FEP has placed the
participant in a CMJ, the FEP must not wait for the 30-day review period to move a CMJ
participant to a paid W-2 employment position. (See 7.2.4.2)



7.2.4.5.1 Supportive Services in CMJ

W-2 agencies must pay for supportive services that are needed for participation in the
W-2 program, e.g., work uniforms, transportation, etc. Additionally, participants in a
CMJ:

1 Are eligible for Wisconsin Shares child care while in the placement;

1 May apply for a Job Access Loan to meet immediate employment related
needs when they receive a bona fide offer of employment (See 17.2.1);
and

T Must have a Supportive Service Plan that is developed during a face-to-
face meeting between the case manager and the participant.

CMJ participants are not eligible for Emergency Payments.

7.2.4.6 Job Development in CMJ

The W-2 agency and agency staff who assist with developing job leads must actively
work with local area employers in order to:

T Solicit job openings;

T Market participants to employers with jobs that match the participant's
skills, abilities and interests;

1 Set up job interviews;

T Provide bilingual support for job contacts and interviews for persons who
are not proficient in English; and

1 Follow up with employers to determine why a referred participant was not
offered an interview or a job.

7.2.4.7 30-Day Review
Every 30 days, the W-2 agency must review the appropriateness of the CMJ placement.

Overall, the 30-day reassessment focuses on the level of effort required for CMJ
participants to complete the requirements. When participants have exhibited the level of
effort required to get a job, but remain unemployed, they must be placed in a W-2 paid
placement at the 30-day review point. When participants have not exhibited the level of
effort required to get a job, and they do not have any barriers to work, and the W-2
agency has provided appropriate case management services, or they request to
continue in the CMJ placement, the W-2 agency may keep the participant in the CMJ



placement for another 30-day period or end the CMJ placement depending upon the
circumstances of the case. (See 7.2.4.8)

In determining the level of effort of the CMJ participant, the following must be
considered during the CMJ 30-day reassessment:

1.  Was the participant given multiple specific job leads in the local labor market
that matched the participantodés skills, ab

2. Did the participant get any job offers in the local labor market compatible with
the participantodos skills, abilities, and

3. Did the participant refuse or fail to apply for any jobs in the local labor market
compati bl e with theiepamdinteresispant 6s skill s,

4, What were the reasons the participant did not get a job in the local labor
market or did not apply for a job(s), e.g., poor interview skills, poor
presentation, another individual was more qualified, criminal background, did
not possess the minimum qualifications or education and training, or did not
pass the examination?

5. Were W-2 participants with similar skills, abilities, and interests able to secure
jobs in the local labor market?

6. Did the participant have previously identified barriers that could be addressed
with W-2 services? If so, were the services effective? Did the participant have
previously unidentified barriers preventing him or her from obtaining
unsubsidized employment? If yes, please identify the barriers and what
services the agency will provide to address the barrier(s).

The FEP does not have to wait for the 30-day review period to move a CMJ participant
to a paid W-2 employment position. At the weekly meetings, the FEP must discuss with
the participant any barriers that may be preventing the participant from obtaining
employment, including housing, transportation, child care and other family matters.

The results of the 30-day review must be documented in case comments. FEPs must
document the decision (retain an individual in the CMJ placement, move the individual
to a paid placement or end the CMJ placement) and the reasons for the decision.

7.2.4.8 Ending CMJ Placements

CMJ participants who obtain employment must be offered employment retention and

advancement services in the CMF placement. CMJ participants are required to comply

with all financial and nonfinancial eligibility requirements. Participants in a CMF

placement are only required to meet nonfinancial eligibility requirements. When in a

CMJ placement, the FEP must c¢close a participa
cooperate with specific W-2 program requirements without good cause. (See 11.4) Ifa



participant in a CMJ placement is not cooperating with ongoing job search activities, the
FEP must address this at the weekly meetings.

Then, at the 30-day reassessment, if the participant has not exhibited the level of effort
required to get a job by cooperating with ongoing job search activities throughout the
30-day period, and the W-2 agency has provided appropriate case management and
job development services, the FEP may either keep the individual in the CMJ placement
for another 30-day period or close the case. The FEP must determine whether:

a.  The CMJ participant will be likely to obtain employment if he or she
receives additional job search assistance by remaining in the CMJ

placement; or
b. The CMJ participant has not cooperated with job search activities and
the case must close.
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7.2.5 Denying or Terminating an Unsubsidized
Employment Case Management Placement

If any individual placed in a CMD, CMU, CMF, or CMJ declines case management
services or does not participate, the FEP must terminate eligibility for the placement.
CWW will issue a W-2 denial notice. If the participant refuses case management
services, the FEP must document the refusal on CARES screen CMCC.

As case management placements, there is no hourly payment reduction for non-
cooperation in CMD, CMU, CMF, or CMJ. However, the FEP may close a CMD or CMJ
placement if the individual is not cooperating with job search requirements, fails to come
in for his or her EP review appointment, or loses contact with the FEP. If a CMU or CMF
participant fails to come in or call in to his or her EP or eligibility review appointment or
loses contact with the FEP, the FEP should close the CMF or CMU placement. Eligibility
reviews must be conducted at least every six months to maintain nonfinancial eligibility.

In addition, job refusal could affect future W-2 eligibility. (See 180 day policy - Manual
Section 2.2.1)
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7.3 Trial Employment Match Program

7.3. Trial Employment Match Program (TEMP)

This section applies to the City of Beloit and Dane, Kenosha, Marathon, Milwaukee, and
Racine counties.

TEMP is for applicants or on-going W-2 participants who are not quite ready for
unsubsidized employment but can succeed in a subsidized job with some assistance
from the W-2 agency.

A TEMP job can last for a maximum of six months with an opportunity for a three-month
extension (see 7.3.5.1.2). A custodial parent may take part in more than one TEMP job,
but may not exceed a total of 24 months of participation in TEMP (see 7.3.6).

An NCP meeting eligibility for W-2 case management services (see 7.5.1) may take part
in only one TEMP job, provided that the NCP has not exceeded the 24-month TEMP
time limit.

This page last updated in Release # 16-01
Release Date: 04/01/16
Effective Date: 04/01/16



7.3.1 TEMP Participants

7.3.1.1 Custodial Parent TEMP (TMP)
7.3.1.2 Noncustodial Parent TEMP (TNP)
7.3.1.3 Paired Custodial Parents and Noncustodial Parents (Dane County only)

The W-2 agency must utilize informal assessment results to identify W-2 participants
who are capable of working and may be appropriate for TEMP (see 5.2 for more
information on Informal Assessments).

7.3.1.1 Custodial Parent TEMP (TMP)

The TMP placement is available to unemployed Custodial Parent (CP)s in a CSJ or W-2
T placement that demonstrate that they are unable to secure unsubsidized employment.
Potential candidates must be able to participate in 25 or more hours per week of work
training and education and training activities.

7.3.1.2 Noncustodial Parent TEMP (TNP)

The TNP placement is available to noncustodial parents meeting eligibility for W-2 case
management services under 7.5.1.1.

7.3.1.3 Paired Custodial Parents and Noncustodial Parents (Dane County only)

The W-2 agency will pair a CP in TEMP with an NCP in TEMP or an NCP receiving a
stipend with a child in common, except that one parent does not reside in the same
household. This paired selection is not to be confused with W-2 two-parent households
where both parents are custodial parents (see 14.2.1) and only one parent can be
placed in a W-2 position at any one time.

EXAMPLE: Maureen lives with her two-year-old daughter, Caitlin, and is participating
in a CSJ. The FEP identifies Maureen as a good candidate for TMP and speaks with

her about the benefits of NCP services in W-2. Maureen tells the NCP, Dorian, about
W-2 services. Dorian lives with his aunt and is unemployed and unable to meet his



child support obligations. He applies for W-2 and is found eligible. The FEP
determines that Dorian is a good candidate for TNP.

When one parent relocates out of Dane County, the resident parent may continue in the
TEMP job or continue to receive a stipend provided that at least one parent participated
in TEMP at the time of relocation and as long as both the CP and the NCP continue to
meet all financial and nonfinancial eligibility.

EXAMPLE: Maureen and Dorian are both participating in TEMP in Dane County.
After three mont hs, Dorian relocates 1t
because he no longer resides in Dane County, and Maureen continues working in her
TEMP job.
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7.3.2 Service Delivery Models

7.3.2.1 Matching Model
7.3.2.2 Sector Model

There are two service delivery models in TEMP: 1) Matching Model; and 2) Sector
Model.

The W-2 agency will administer TEMP beginning with recruitment of potential

candidates and subsidized employers for TEMP and continue to provide services

throughout the duration of the TEMP placement as described underthe W-2 agency6s
implementation plan.

7.3.2.1 Matching Model

The matching model matches individuals to available subsidized jobs that require

specific sets of skills, abilities, and aptitudes. It is based on a comprehensive
assessment of the individual déds skills, abil
the subsidized job requirements to assure a good match between them.

7.3.2.2 Sector Model

The sector model provides sector-specific training that prepares individuals for
subsidized jobs in those sectors. The sector or sectors to be served by TEMP in a given
area will depend on partnerships with subsidized employers and training providers
developed by the W-2 agency.
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7.3.3 W-2 Agency Requirements

7.3.3.1 Wage Subsidy
7.3.3.2 Employer Agreement
7.3.3.3 Verification of Time Records

7.3.3.1 Wage Subsidy

The W-2 agency must negotiate an agreement with an employer to pay a wage subsidy
that is no more than the state or federal minimum wage ($7.25) for each hour worked,
up to a maximum of 40 hours per week. The W-2 agency may negotiate with an
employer to pay a wage subsidy that is less than $7.25 per hour, if the employer is
willing to accept a wage subsidy that is less than $7.25 per hour.

The W-2 agency may not pay a wage subsidy to an employer for a period when no
wages are paid to a TEMP employee.

7.3.3.2 Employer Agreement

The W-2 agency must complete an agreement with a TEMP employer for every TEMP
employee and use the Wisconsin Works Trial Employment Match Program 1 _Employer
Agreement form (5088).

The W-2 agency and employer must also complete the Wisconsin Works Work Training
Provider/Employer Guidelines form (10792) for every training provider or employer at
which a W-2 participant has been placed. (See 9.2.1)

7.3.3.3 Verification of Time Records

The W-2 agency must collect and verify timesheets for hours actually worked by a
TEMP employee prior to making payments to an employer.

The W-2 agency must manually issue payments to an employer to cover wage
subsidies paid monthly to a TEMP employer for each TEMP employee and accurately
record wage subsidy payments on CARES screen WPSS.


http://dcf.wisconsin.gov/files/forms/doc/5088.docx
http://dcf.wisconsin.gov/files/forms/doc/5088.docx
http://dcf.wisconsin.gov/files/forms/pdf/10792.pdf
http://dcf.wisconsin.gov/files/forms/pdf/10792.pdf
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7.3.4 TEMP Employer Requirements

7.3.4.1 Wages and Benefits
7.3.4.2 Time Records
7.3.4.3 Good Faith Effort

7.3.4.1 Wages and Benefits

A TEMP employer must pay a TEMP employee for the hours worked at either the wage

paid to the empl oyer 6s ent rinyilar duties erithe sateml oy e e s
federal minimum hourly wage, whichever is higher. A TEMP employer must provide a

TEMP employee with benefits comparable to benefits provided to regular employees in

similar positions.

When an mpl oyer pays gae owa gteh a(ti B nsp | hoi ygehee rWat h a n
wage subS|dy (AWage Subsidyo), the employer m
the negotiated wa ge subsidy. The portion of t
responsi bl e for (fEmpllatedesingtBeufglqwingfonreuat 6) i s ca

Employee Wage - Wage Subsidy = Employer Supplement

EXAMPLE: A TEMP employer pays a TEMP employee $8.50 per hour. The W-2
agency and employer negotiate a wage subsidy of $4.50 per hour. The employee
wage is higher than the subsidy and the employer supplement is: $8.50 - $4.50 =
$4.00 per hour.

7.3.4.2 Time Records
A TEMP employer must invoice the W-2 agency monthly for the wage subsidy payment.
The invoice must itemize the following for each TEMP employee:

1 Actual wages paid monthly;

T Number of hours worked in the month; and

1 Month of employment.



7.3.4.3 Good Faith Effort

A TEMP employer must agree to make a good faith effort to retain the participant as a
permanent employee after the wage subsidy ends.

If a TEMP employer does not retain a participant as a permanent unsubsidized
employee, the employer must:

1.  Agree to serve as an employment reference for the participant; or

2. Provide to the W-2 agency a written performance evaluation of the
participant, including recommendations for improvement.

Employers who routinely fail to offer unsubsidized jobs to participants who have
succeeded in their TEMP job experience should not receive future contracts.
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7.3.5 Participation Requirements and Case
Management

7.3.5.1 Ending TEMP Placements
7.3.5.1.1 Multiple TEMP Jobs
7.3.5.1.2 Placement Extensions
7.3.5.1.3 Moving Between TMP and TNP Placements

TEMP jobs are generally 40 hours per week. A participant may, in unique
circumstances, be placed in a TEMP job that is less than 40 hours per week. For
example, the individual requests to work only 30 hours per week because she is
attending night school, even though she will not be paid for the hours in school. The
hours an individual participating in a TEMP job is required to work are determined by
the employer, the W-2 agency, and the individual, and must be stated in the employer
agreement (see 7.3.3.2).

The W-2 agency is expected to provide case management services that help individuals
to succeed in the TEMP job. Examples of these types of services include:

1 Frequent follow-up with the employer and TEMP employee, including
employer site visits;

1 Mediating conflicts between employers and TEMP employees;

1 ldentifying and facilitating referrals for work supports that will help to
ensure job retention; and

T Providing information about the state and Federal Earned Income Tax
Credit, Transitional FoodShare, BadgerCare, Wisconsin Shares, and any
other resource that the individual and his or her family will access during
the transition to full-time employment.

7.3.5.1 Ending TEMP Placements

The TMP or TNP placement must end effective the last date of employment in a TEMP
job. NCPs in the TNP placement are not eligible for multiple TEMP jobs under 7.3.5.1.1.



7.3.5.1.1 Multiple TEMP Jobs

It is expected that the W-2 agency conduct a thorough assessment of candidates for

TEMP and available TEMP jobs and appropriately match participants to a TEMP job;
however, there may be instances where there i
an empl oyatatioss e x p e

If the individual remains eligible and appropriate for TEMP, the individual may continue
with a different employer. When this occurs, the W-2 agency must make every effort to
ensure that there is no break in employment. If the W-2 agency is unable to immediately
place the individual with a different employer, the W-2 agency must end the placement
with the last date of employment and reassess the individual for the most appropriate
placement.

7.3.5.1.2 Placement Extensions

To be eligible for a placement extension, the employer must request the extension

based upon the individual s need to continue
workplace competencies as identified in his or her employability plan. The W-2 agency

has the authority to determine e xt ensi ons to the wage subsidy,
budget into consideration. All subsidy extensions must be justified by a need for

continuing skill development balanced with the likelihood that the individual will be

retained in unsubsidized employment following the extension.

7.3.5.1.3 Moving Between TMP and TNP Placements

Individuals who move between TMP and TNP placements during one TEMP job may
continue with and complete that TEMP job for the duration of the agreement.
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7.3.6 TEMP Time Limits

W-2 participation in TEMP is limited to 24 cumulative months (see 2.10.2). TMP and
TNP placements count toward one 24-month TEMP eligibility time limit. Months
accumulated in TEMP follow the individual irrespective of the change in W-2 Group
status.
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7.4 Paid Placements

7.4.1 Community Service Job (CSJ)

7.4.1.1 General CSJ Patrticipant Description Characteristics
7.4.1.2 CSJ Participation Requirements
7.4.1.3 Kinds of CSJ Work Site Placements
7.4.1.4 Prorated CSJs
7.4.1.4.1 General Prorated CSJ Participant Description Characteristics
7.4.1.4.2 Prorated CSJ Participation Requirements
7.4.1.4.3 Prorated CSJ Payments
7.4.1.5 CSJ Placements for Parents Temporarily Unable to Care for Their Children
7.4.1.6 _CSJ Administration
7.4.1.7 Attendance Records
7.4.1.8 CSJ Placements as Employment

The CSJ placement is for applicants and on-going W-2 participants who are not ready
for unsubsidized employment. A CSJ placement provides the opportunity to practice
work habits and skills that are necessary to succeed in any regular job environment,
including punctuality, reliability, work social skills, and more. CSJ work site providers are
expected to offer an environment which generally replicates regular employment,
realizing that job coaching and mentoring may be needed to help the participant
succeed. An individual is permitted to participate in more than one CSJ for a cumulative
total of no more than 24 months. (See 2.10.3). A participant placed in a CSJ receives a
monthly payment of $653 for full time participation.

7.4.1.1 General CSJ Participant Description Characteristics
Persons placed in CSJs may have:
Little or no work history;

No evidence of reliable work habits;

A work history with frequent voluntary quits or terminations;

= =2 =2 =

Physical or mental conditions or other personal limitations to regular
employment; or

1 Domestic violence, temporary illness or incapacity of self, family member, or
other family crises.



Example 1: Jane has two children (ages 1 and 5) and a very limited work history. She
worked a year and a half ago at a restaurant when she was forced to quit due to a
difficult pregnancy. She has been off work since that time. She completed her 12th
grade of school but did not receive her diploma because she failed to complete one
class. She is eager to get back into the workforce, but she is worried that her limited
experience and lack of high school diploma will prevent her from getting a job. She is
interested in becoming a child care provider. Jane applied for W-2. The RS assigned
Jane to up-front job search and the job developer connected Jane to local child care
employers who had openings. Jane was not hired because of her lack of experience
and no high school diploma. The FEP places Jane in a CSJ. During her CSJ, Jane will
be assigned to 10 hours per week of education in order to complete her high school
course work and obtain her diploma. The FEP will also assign Jane to 30 hours of work
experience at the Job Center day care site.

Example 2: Jennifer applied for W-2. She is 24 years old, has a high school diploma,
and she completed a clerical training course a year ago but has never had a full time
job. Her seven-year old son Jason has severe behavioral problems and has recently
been diagnosed with Attention Deficit Disorder (ADD). Jason's doctor is currently trying
to get Jason's condition stabilized using medication. Jason goes to school for a full day,
but about two to three times a month Jennifer is called to pick him up because of bad
behavior. Jennifer wants to work and put her clerical skills to use, but doesn't see how
she can until Jason's medication stabilizes his behavior. The FEP places Jennifer in a
CSJ. The FEP designs a CSJ placement to allow Jennifer time to practice her clerical
skills and provide flexibility for her to care for her son. In order to do this, the FEP sets
up a CSJ worksite in the front office of Jason's school so that she is readily available if
Jason begins to act out. The school is understanding of Jennifer's situation and allows
her flexibility to care for her son whenever necessary. Once Jason's medication
stabilizes his behavior and Jennifer has the necessary clerical experience, the FEP will
focus on moving Jennifer to an unsubsidized job.

7.4.1.2 CSJ Participation Requirements

CSJ participants are expected to complete 40 hours of activities per week but can be
assigned fewer hours dependi ng Q@fthese 4Dbourg,ar t i ci
up to 10 hours per week can be in education and training activities.

Education and training may be assigned:




















































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































